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Microsoft Windows 95 
Licenses: 1 
END-USER LICENSE AGREEMENT FOR MICROSOFT SOFTWARE 


IMPORTANT—READ CAREFULLY: This Microsoft End-User License Agreement (“EULA”) is a legal 
agreement between you (either an individual or a single entity) and Microsoft Corporation for the Microsoft 
software product identified above, which includes computer software and associated media and printed 
materials, and may include “online” or electronic documentation (“SOFTWARE PRODUCT” or 
“SOFTWARE”). By installing, copying, or otherwise using the SOFTWARE PRODUCT, you agree to be 
bound by the terms of this EULA. If you do not agree to the terms of this EULA, promptly return the unused 
SOFTWARE PRODUCT to the place from which you obtained it for a full refund. 


SOFTWARE PRODUCT LICENSE 


The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other intellectual property 
laws and treaties. The SOFTWARE PRODUCT is licensed, not sold. 


1. GRANT OF LICENSE. This EULA grants you the following rights: 


¢ Systems Software. You may install and use one copy of the SOFTWARE PRODUCT on a single computer. If the SOFTWARE 
PRODUCT includes functionality that enables your single computer to act as a network server, any number of computers or 
workstations may access or otherwise utilize the basic network services of that server. The basic network services are more fully 
described in the printed materials accompanying the SOFTWARE PRODUCT. 


¢ Storage/Network Use. You may also store or install a copy of the SOFTWARE PRODUCT on a storage device, such as a 
network server, used only to install or run the SOFTWARE PRODUCT on your other computers over an internal network; 
however, you must acquire and dedicate a license for each separate computer on which the SOFTWARE PRODUCT is installed 
or run from the storage device. A license for the SOFTWARE PRODUCT may not be shared or used concurrently on different 
computers. 

° License Pak. If you have acquired this EULA in a Microsoft License Pak, you may make the number of additional copies of the 
computer software portion of the SOFTWARE PRODUCT authorized on the printed copy of this EULA, and you may use each 
copy in the manner specified above. 


2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS. 


e Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer, decompile, or 
disassemble the SOFTWARE PRODUCT, except and only to the extent that such activity is expressly permitted by applicable law 
notwithstanding this limitation. 


¢ Separation of Components. The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be 
separated for use on more than one computer. 


¢ Rental. You may not rent or lease the SOFTWARE PRODUCT. 


¢ Software Transfer. You may permanently transfer all of your rights under this EULA, provided you retain no copies, you 
transfer all of the SOFTWARE PRODUCT (including all component parts, the media and printed materials, any upgrades, this 
EULA and, if applicable, the Certificate of Authenticity), and the recipient agrees to the terms of this EULA. If the SOFTWARE 
PRODUCT is an upgrade, any transfer must include all prior versions of the SOFTWARE PRODUCT. 


¢ Termination. Without prejudice to any other rights, Microsoft may terminate this EULA if you fail to comply with the terms and 
conditions of this EULA. In such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its component 
parts. 


3. UPGRADES. If the SOFTWARE PRODUCT is an upgrade from another product, whether from Microsoft or another supplier, you 
may use or transfer the SOFTWARE PRODUCT only in conjunction with that upgraded product, unless you destroy the upgraded 
product. If the SOFTWARE PRODUCT is an upgrade of a Microsoft product, you now may use that upgraded product only in 
accordance with this EULA. If the SOFTWARE PRODUCT is an upgrade of a component of a package of software programs that 
you licensed as a single product, the SOFTWARE PRODUCT may be used and transferred only as part of that single product 
package and may not be separated for use on more than one computer. 


4. COPYRIGHT. All title and copyrights in and to the SOFTWARE PRODUCT (including but not limited to any images, 
photographs, animations, video, audio, music, text, and “applets,” incorporated into the SOFTWARE PRODUCT), the 
accompanying printed materials, and any copies of the SOFTWARE PRODUCT, are owned by Microsoft or its suppliers. The 
SOFTWARE PRODUCT is protected by copyright laws and international treaty provisions. Therefore, you must treat the 
SOFTWARE PRODUCT like any other copyrighted material except that you may either (a) make one copy of the SOFTWARE 
PRODUCT solely for backup or archival purposes, or (b) install the SOFTWARE PRODUCT on a single computer provided you 
Keep the original solely for backup or archival purposes. You may not copy the printed materials accompanying the SOFTWARE 
PRODUCT. 
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5. DUAL-MEDIA SOFTWARE. You may receive the SOFTWARE PRODUCT in more than one medium. Regardless of the type or 
size of medium you receive, you may use only one medium that is appropriate for your single computer. You may not use or install 
the other medium on another computer. You may not loan, rent, lease, or otherwise transfer the other medium to another user, except 
as part of the permanent transfer (as provided above) of the SOFTWARE PRODUCT. 


6. U.S. GOVERNMENT RESTRICTED RIGHTS. The SOFTWARE PRODUCT and documentation are provided with 
RESTRICTED RIGHTS. Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph 
(c)(1)(i) of the Rights in Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c)(1) and (2) of 
the Commercial Computer Software—Restricted Rights at 48 CFR 52.227-19, as applicable. Manufacturer is Microsoft 
Corporation/One Microsoft Way/Redmond, WA 98052-6399. 


MISCELLANEOUS 
If you acquired this product in the United States, this EULA is governed by the laws of the State of Washington. 


If you acquired this product in Canada, this EULA is governed by the laws of the Province of Ontario, Canada. Each of the parties 
hereto irrevocably attorns to the jurisdiction of the courts of the Province of Ontario and further agrees to commence any litigation 
which may arise hereunder in the courts located in the Judicial District of York, Province of Ontario. 


If this product was acquired outside the United States, then local law may apply. 


Should you have any questions concerning this EULA, or if you desire to contact Microsoft for any reason, please contact the Microsoft 
subsidiary serving your country, or write: Microsoft Sales Information Center/One Microsoft Way/Redmond, WA 98052-6399. 


LIMITED WARRANTY 


LIMITED WARRANTY. Microsoft warrants that (a) the SOFTWARE PRODUCT will perform substantially in accordance with the 
accompanying written materials for a period of ninety (90) days from the date of receipt, and (b) any hardware accompanying the 
SOFTWARE PRODUCT will be free from defects in materials and workmanship under normal use and service for a period of one (1) 
year from the date of receipt. Some states and jurisdictions do not allow limitations on duration of an implied warranty, so the above 
limitation may not apply to you. To the extent allowed by applicable law, implied warranties on the SOFTWARE PRODUCT and 
hardware, if any, are limited to ninety (90) days and one year, respectively. 


CUSTOMER REMEDIES. Microsoft’s and its suppliers’ entire liability and your exclusive remedy shall be, at Microsoft’s option, 
either (a) return of the price paid, or (b) repair or replacement of the SOFTWARE PRODUCT or hardware that does not meet 
Microsoft’s Limited Warranty and which is returned to Microsoft with a copy of your receipt. This Limited Warranty is void if failure of 
the SOFTWARE PRODUCT or hardware has resulted from accident, abuse, or misapplication. Any replacement SOFTWARE 
PRODUCT or hardware will be warranted for the remainder of the original warranty period or thirty (30) days, whichever is longer. 
Outside the United States, neither these remedies nor any product support services offered by Microsoft are available 
without proof of purchase from an authorized international source. 


NO OTHER WARRANTIES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE 
LAW, MICROSOFT AND ITS SUPPLIERS DISCLAIM ALL OTHER WARRANTIES, EITHER 
EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, WITH REGARD TO 
THE SOFTWARE PRODUCT, AND ANY ACCOMPANYING HARDWARE. THIS LIMITED 
WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH 
VARY FROM STATE/JURISDICTION TO STATE/JURISDICTION. 


NO LIABILITY FOR CONSEQUENTIAL DAMAGES. TO THE MAXIMUM EXTENT 
PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL MICROSOFT OR ITS SUPPLIERS 
BE LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES 
WHATSOEVER (INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS 
PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER 
PECUNIARY LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE SOFTWARE 
PRODUCT, EVEN IF MICROSOFT HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH 
DAMAGES. BECAUSE SOME STATES AND JURISDICTIONS DO NOT ALLOW THE 
EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL 
DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO YOU. 
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Si vous avez acquis votre produit Microsoft au CANADA, la garantie limitée suivante vous concerne : 

GARANTIE LIMITEE GARANTIE LIMITEE — Microsoft garantit que (a) la performance du LOGICIEL sera substantiellement en 
conformité avec le(s) manuel(s) de produits qui accompagne(nt) le LOGICIEL pour une période de quatre-vingt-dix (90) jours a 
compter de la date de réception ; et (b) tout matériel fourni par Microsoft accompagnant le LOGICIEL sera exempt de défaut de matiére 
premiére ou de vice de fabrication dans des conditions normales d’ utilisation et d’entretien pour une période d’un an 4 compter de la 
date de réception. Toute garantie implicite concernant le LOGICIEL et le matériel est limitée 4 quatre-vingt-dix (90) jours et un (1) an, 
respectivement. 


RECOURS DU CLIENT — La seule obligation de Microsoft et votre recours exclusif seront, au choix de Microsoft, soit (a) le 
remboursement du prix payé ou (b) la réparation ou le remplacement du LOGICIEL ou du matériel qui n’est pas conforme 4 la 
Garantie Limitée de Microsoft et qui est retourné a Microsoft avec une copie de votre recu. Cette Garantie Limitée est nulle si le défaut 
du LOGICIEL ou du matériel est causé par un accident, un traitement abusif ou une mauvaise application. Tout LOGICIEL de 
remplacement sera garanti pour le reste de la période de garantie initiale ou pour trente (30) jours, selon laquelle de ces deux périodes 
est la plus longue. 


AUCUNE AUTRE GARANTIE — MICROSOFT DESAVOUE TOUTE AUTRE GARANTIE, 
EXPRESSE OU IMPLICITE, Y COMPRIS MAIS NE SE LIMITANT PAS AUX GARANTIES 
IMPLICITES DU CARACTERE ADEQUAT POUR LA COMMERCIALISATION OU UN USAGE 
PARTICULIER EN CE QUI CONCERNE LE LOGICIEL, LE(S) MANUEL(S) DE PRODUITS, LA 
DOCUMENTATION ECRITE ET TOUT MATERIEL QUI L’ACCOMPAGNENT. CETTE 
GARANTIE LIMITEE VOUS ACCORDE DES DROITS JURIDIQUES SPECIFIQUES. 


PAS D’OBLIGATION POUR LES DOMMAGES INDIRECTS — MICROSOFT OU SES 
FOURNISSEURS N’AURONT D’OBLIGATION EN AUCUNE CIRCONSTANCE POUR TOUT 
AUTRE DOMMAGE QUEL QU’IL SOIT (Y COMPRIS, SANS LIMITATION, LES DOMMAGES 
ENTRAINES PAR LA PERTE DE BENEFICES, L’> INTERRUPTION DES AFFAIRES, LA PERTE 
D’ INFORMATION COMMERCIALE OU TOUTE AUTRE PERTE PECUNIAIRE) DECOULANT 
DE L’UTILISATION OU DE L’IMPOSSIBILITE D’ UTILISATION DE CE PRODUIT 
MICROSOFT, ET CE, MEME SI MICROSOFT A ETE AVISE DE LA POSSIBILITE DE TELS 
DOMMAGES. EN TOUT CAS, LA SEULE OBLIGATION DE MICROSOFT EN VERTU DE 
TOUTE DISPOSITION DE CETTE CONVENTION SE LIMITERA AU MONTANT EN FAIT 
PAYE PAR VOUS POUR LE LOGICIEL. 


La présente Convention est régie par les lois de la province d’ Ontario, Canada. Chacune des parties a la présente reconnait 
irrévocablement la compétence des tribunaux de la province d’ Ontario et consent a instituer tout litige qui pourrait découler de la 
présente auprés des tribunaux situés dans le district judiciaire de York, province d’Ontario. 


Au cas ou vous auriez des questions concernant cette licence ou que vous désiriez vous mettre en rapport avec Microsoft pour quelque 
raison que ce soit, veuillez contacter la succursale Microsoft desservant votre pays, dont l’adresse est fournie dans ce produit, ou écrire 
a : Microsoft Sales Information Center, One Microsoft Way, Redmond, Washington 98052-6399. 


FOR THE LIMITED WARRANTIES AND SPECIAL PROVISIONS PERTAINING TO YOUR 
PARTICULAR JURISDICTION, PLEASE REFER TO YOUR WARRANTY BOOKLET 
INCLUDED WITH THIS PACKAGE OR PROVIDED WITH THE SOFTWARE PRODUCT 
PRINTED MATERIALS. 
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Microsoft Support Network 


In the event you cannot install Microsoft® Windows 95®, please refer to the telephone support offerings below. Microsoft’s 
support offerings range from no-cost and low-cost electronic information services (available 24 hours a day, 7 days a week) to 
annual support plans and CD-ROM subscription programs. Please check the Support.txt online document that comes with 
Windows 95 for detailed information. 


Microsoft support services are subject to Microsoft’s then-current prices, terms, and conditions, which are subject to change 
without notice. 


Standard Support 


No-charge support from Microsoft support engineers is available via a toll call between 6:00 A.M and 6:00 P.M. Pacific time, 
Monday through Friday, excluding holidays. In Canada, call between 8:00 A.M and 8:00 P.M. Eastern time, Monday through 
Friday, excluding holidays. For all issues except networking issues, this support is available for 90 days after your first call to a 
support engineer. Networking issues are defined as setup, configuration, or usage of Windows 95 in a networked environment. 
This includes, but is not restricted to, the following: setting up a computer to be used in a networked environment, network 
administration, dialing in to a computer, connecting to the Internet via a service provider, using MSN, and using e-mail or fax 
from within Windows 95. For fee-based support for networking issues as defined above, see the information under “Priority 
Support” below. 


= In the United States, for technical support for Microsoft Windows 95, call (206) 635-7000 
= In Canada, call (905) 568-4494 


When you call, you should be at your computer and have the appropriate product documentation at hand. Be prepared to give the 
following information: 


= The version number of the Microsoft product that you are using 

= The type of hardware that you are using, including network hardware, if applicable 
m= The exact wording of any messages that appeared on your screen 

= A description of what happened and what you were doing at the time 


= A description of how you tried to solve the problem 


Priority Support 

The Microsoft Support Network offers priority telephone access to Microsoft support engineers 24 hours a day, 7 days a week, 

excluding holidays, in the U.S. In Canada, the hours are from 6:00 A.M to midnight, 7 days a week, excluding holidays. 

= In the United States, call (900) 555-2000; $1.95 (U.S.) per minute, $35 maximum. Charges appear on your telephone bill. 
Not available in Canada. 


= In the United States, call (800) 936-5700, at $35 (U.S.) per incident; in Canada, call (800) 668-7975, at $50 (CDN, including 
GST) per incident. These services are billed to your VISA, MasterCard, or American Express card. 


Text Telephone 


Microsoft text telephone (TT/TDD) services are available for the deaf or hard-of-hearing. In the United States, using a TT/TDD 
modem, dial (206) 635-4948. In Canada, using a TT/TDD modem, dial (905) 568-9641. 


Product Support Worldwide 


The following list contains Microsoft subsidiary offices and the countries they serve. If there is no Microsoft office in your 
country, please contact the establishment from which you purchased your Microsoft product. This list provides only basic 
technical support phone and fax numbers; other services such as BBS and sales numbers may be available. For additional 
subsidiary information, check the Support.txt online document that comes with Windows 95. 














When you call, you should be at your computer and have the appropriate product documentation at hand. Please follow the 
guidelines listed above under “Standard Support.” 


Area 


Argentina 


Australia 


Austria 


Belgium 


Bolivia 
Brazil 
Caribbean 


Chile 


Colombia 
Czech Republic 


Denmark 
Dubai 
Ecuador 


England 
Finland 


France 
French Polynesia 
Germany 


Greece 


Hong Kong 


Hungary 
India 
Ireland 


Israel 
Italy 
Japan 


Korea 


Telephone Numbers 


(54) (1) 815-1521 


(61) (02) 870-2131 


0660-5031 


02-5133274 
(Dutch-speaking) 
02-5023432 
(English-speaking) 
02-5132268 
(French-speaking) 


See Argentina 

(55) (11) 871-0090 
(214) 714-9100 

56 2 232 4467 


(571) 618 2255 
(+42) (2) 245 10554 


(45) (44) 89 01 11 
(971) 4513 888 
(593) (2) 463-094 


See United Kingdom 
(0358) (90) 525-502-500 


(33) (1) 69-86- 10-20 
See France 
(490) (089) 3176-1115 


(30)(1) 6893 631 through 
(30)(1) 6893 635 


(852) 804-4222 


(36) (0) 1-1172289 
(91) (11) 646-0694 
See United Kingdom 


972-3-613-0833 
(39) (2) 7039-8351 
(81) (3) 5454-2490 
(82) (2) 531-4800 
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Fax Numbers 


(54) (1) 814-0372 


(61) (02) 805-0519 


022-68 16 2710 


(55) (11) 241-1157 
(809) 273-3636 
56 2 233 5917 


(571) 618 2269 
(+42) (2) 266020 


(45) (44) 89 O1 44 
(971) 4 527 444 


(46) (0) 8 752 29 00 


(33) (1) 69-28-00-28 


(089) 3176-1000 
(30)(1) 6893 636 


(852) 560-2217 


(+36) (1) 269 1030 


972-3-613-0834 
(39) (2) 7039-2020 
(81) (3) 5454-7955 
(82) (2) 563-5194 


Area 


Liechtenstein 


Luxembourg 


Mexico 
Netherlands 


New Zealand 
Northern Ireland 
Norway 


Papua New 
Guinea 


Paraguay 
Poland 


Portugal 
Republic of China 


Republic of 
Ireland 


Romania 


Russia 


Scotland 
Singapore 
Slovak Republic 


Slovenia 
South Africa 


Spain 
Sweden 


Switzerland 


Turkey 
United Kingdom 
Uruguay 


Venezuela 


Wales 


Telephone Numbers 


See Switzerland 
(German-speaking) 


(32) 2-5133274 
(Dutch-speaking) 
(32) 2-5023432 
(English-speaking) 
(32) 2-5132268 
(French-speaking) 


(52) (5) 325-0912 


02503-77877 
(Dutch-speaking) 
02503-77853 
(English-speaking) 


64 (9) 357-5575 

See United Kingdom 
(47) (22) 02 25 50 
See Australia 


See Argentina 


(+48) (2) 6216793 or 
(+48) (71) 441357 


(351) 1 4412205 
(886) (2) 508-9501 
See United Kingdom 


(+40) (1) 312-0948 


(+7) (095) 267-8844 or 
(+7) (095)158-6963 


See United Kingdom 
(65) 220-7202 

(+42) (7) 312083 
(+386) (61) 1232354 


(Toll free) 0 802 11 11 04 


(34) (1) 803-9960 
(46) (8) 752 09 29 


(+41) (0) 1-341 40 46 
(Swiss/German-speaking) 
(41) (22) 738 96 88 
(French-speaking) 

(90) 212 2585998 

(44) (734) 271000 

See Argentina 


58.2.910046 or 
58.2.910510 


See United Kingdom 


Fax Numbers 


64 (9) 358-0092 


(47) (22) 02 25 70 


(+48) (2) 6615434 


(351) 1 4412101 
(886) (2) 504-3121 


(+7) (502) 224 50 45 


(65) 227-6811 
(+42) (2) 266020 


(27) 11 445 0045 or 
(27) 11 445 0046 


(34) (1) 803-8310 
(46) (0) 8 752 29 00 
01-831 09 69 


(90) 212 2585954 
(01) (734) 270080 


58.2.923835 
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Information in this document is subject to change without notice. Companies, names, and data used in examples are fictitious 
unless otherwise noted. No part of this document may be reproduced or transmitted in any form or by any means, electronic or 
mechanical, for any purpose, without the express written permission of Microsoft Corporation. Microsoft may have patents or 
pending patent applications, trademarks, copyrights, or other intellectual property rights covering subject matter in this document. 
The furnishing of this document does not give you license to these patents, trademarks, copyrights, or other intellectual property 
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Welcome to the Microsofte Windowse 95 operating system. 
With Windows 95, all the things you do now will be easier 
and faster, and what you’ ve always wanted to do is now 
possible. 


This book introduces you to Windows and gets you up and 
running quickly. It shows you how to do the most common 
tasks, provides you with tips, and points you to some of the 
fun and exciting new features that come with Windows. 


If you want to explore Windows in more depth or learn about 
some of the more technical aspects of Windows, the first topic 
in this section, ““Where to Find the Information You Need,” 
points you to other sources of information. 
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Where to find the information you need 


Help on procedures 

Help is the primary source of information abou 
Windows. You can find common tasks in the 
Contents and more in the Index, and search for 
text by using the Find tab. To start Help, click 


Run Programs é 
be oak the Start button, and then click Help. 


Print 
oe ets For more information about Help, see 


Communicate with Others <a ; < 
Sateguard Yourwork Chapter 1, “The Basics. 


Change Windows Settings 

& Change How Windows Looks 

e& Customize My Computer or Windows Explorer 
ta) Change Taskbar Settings 


EOOGOG@ 


3) Hiding or displaying the taskbar 
So Add or Remove Fonts 





Display 


Properties : 





Shows how a pattem or wallpaper will look on your screen To. 
preview a pattern or wallpaper. click its name in the Pattern or 
Be 8 «Mee eee neues ae 








elp on a specific item 
If a window contains a question-mark button, 
you can see a description of any item in the 
window: Just click the button, and then click 
the item. 


Autumn Leaves 


Cars 
Castle Walls 














Resource Kit 
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Introducing Microsoft Windows 95 (this book) 

The Introducing Microsoft Windows 95 book contains common tasks; 
visual overviews; a catalog of Windows features; and an illustrated 
glossary of basic terms, including mouse basics. 


The Microsoft Windows 95 Resource Kit contains technical information 
about Windows 95, plus information for network administrators. The 
Resource Kit is available wherever computer books or software are sold. 





WinNews 

For more technical information about Windows, 
you can read WinNews via The Microsoft 
Network and most major online services and 
networks. You can also receive the WinNews 
Electronic Newsletter biweekly, via e-mail. For 
more information, see the online document 
Winnews.txt provided with Windows. 


Windows 95 Online Tour 

The Windows 95 Tour quickly teaches you a few 
basic skills and gives you the opportunity to 
practice them. You can start the Tour by 
double-clicking ““Ten minutes to using Windows’ 
in the Help Contents. (This may not be available 
for all systems.) 
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What’s on your Windows 95 screen 


Depending on how your computer is set up, various items appear on your 
desktop when you start Windows. Here are four important ones. 





My Computer 
Double-click this icon to see your computer’s contents and manage your 
files. For more information, see Chapter 2, “Beyond the Basics.” 





Network Neighborhood 

Double-click this icon to see available resources on the network, if your 
computer is or can be connected to one. For more information, see 
Chapter 3, “Introducing Networks.” 





Recycle Bin 

The Recycle Bin is a temporary storage place for deleted files. You can 
use it to retrieve files deleted in error. For more information, see 
Chapter 2, “Beyond the Basics.” 





Start button 

You can click the Start button on the taskbar to start a program, open 

a document, change system settings, get Help, find items on your 
computer, and more. For more information, see Chapter 1, “The Basics.” 
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If you’ ve used Windows before. . . 


Take a look at how some familiar elements of Microsoft 
Windows version 3.1 have changed for Windows 95. 


Program Manager 


You can find your old program groups by clicking the Start button and 
then pointing to Programs. Your groups appear as folders on the 
Programs menu. 








File Manager 


To manage your files, you click the Start button, point to Programs, and 
then click Windows Explorer. Your directories appear as folders. 
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MS-DOS Prompt 


To open an MS-DOSe window, you click the Start button, point to 
Programs, and then click MS-DOS Prompt. 














Control Panel 


To open Control Panel, you click the Start button, point to Settings, and 
then click Control Panel. 











To set up a printer or look at information about documents you’re 
printing, you click the Start button, point to Settings, and then click 
Printers. 
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Run command 


To use the Run command, you click the Start button, and then click Run. 
You can run MS-DOS-—based and Windows-based programs, open 
folders, and connect to network resources by using Run. 





Task switching 


You can use the taskbar to switch between open windows. Just click the 
button on it that represents the window you want to switch to. You can 
also use ALT+TAB, just as you did in earlier versions of Windows. 


Bi..bait! 





Close button 


To close a window, you click the Close button in the upper-right corner 
of the window, next to the Minimize and Maximize buttons. 


3% Floppy (A:) 5% Floppy (B:) Hard disk (C:) 
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What’s new in Windows 95’? 


Windows 95 offers many new, exciting features, in addition to 
improvements to many features you may be familiar with from earlier 
versions of Windows. This section mentions just a few of these features. 
For a complete listing, look up “what’s new” in the Help Index. 


New improved interface Windows now features the Start button and 
taskbar. Click the Start button to quickly open programs, find documents, 
and use system tools. Use the taskbar to switch between programs as 
easily as changing channels on your TV. 


Windows Explorer Windows Explorer is a powerful way to browse 
through and manage your files, drives, and network connections. 


Long filenames Windows now supports long filenames to make your 
files easier to organize and find. 


Improved game and multimedia support You will enjoy the faster video 
capability for games, enhanced support for MS-DOS—based games, and 
improved performance for playing video and sound files. 


Plug and Play hardware compatibility You can just insert the card for 
your Plug and Play hardware in your computer. When you turn on your 
computer, Windows recognizes and sets up your hardware for you 
automatically. 


32-bit preemptive multitasking Windows now lets you use many 
programs at once: do more in less time! 





Microsoft Exchange Use Microsoft Exchange to view and work with all 
types of electronic communications, including e-mail and faxes. 


The Microsoft Network You can use this new, affordable, and easy-to- 
use online service to communicate with people worldwide, using e-mail, 
bulletin boards, and the Internet. 
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Backing up your old files 


Most Windows 95 setups are easy and trouble-free; however, any time 
you update your computer’s operating system, it is possible that an error 
could occur (such as system failure due to incompatible hardware, or a 
power failure) that may temporarily or permanently prevent access to 
data. 


Before you set up Windows 95, you might want to back up certain 
system files. The files you should back up include the following: 

e All initialization (.ini) files in your Windows directory 

¢ All registry data (.dat) files in your Windows directory 

¢ All password (.pwl) files in your Windows directory 

¢ Any files specified in the Config.sys and Autoexec.bat files 


¢ Your Config.sys and Autoexec.bat files, located in the root directory 
of your startup drive (usually drive C) 


¢ Proprietary network configuration files and logon scripts 


You may also want to back up personal or business data that is on the 
hard disk. 


Just before setting up Windows 95, make sure your network software, if 
any, is working. The settings from the existing network configuration are 
used in Windows 95. 
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Setting up Windows 95 


It’s easy to set up Windows. There are two ways to do it, depending 
on whether you have an earlier version of Windows (version 3.x or 
Windows for Workgroups) on your computer. 


To upgrade from an earlier version of Windows 


> I Insert Setup Disk 1 in a floppy disk drive or your Windows CD-ROM 
ina CD-ROM drive. 


» 2 InFile Manager or Program Manager, click File, and then click Run. 


v3 Type the drive letter, followed by a colon (:) and a backslash (\), and the word 
setup. For example: 





a:\setup 


Note that if you install from a CD-ROM, precede the word “setup” with win95\. 


: Current Directory: C:\ 
| Command Line: 


| Cl Run Minimized 





» 4 Follow the instructions on your screen. Click Next to continue 
through the Setup process. 





Gam See Also 

For more information about adding 
Windows components after you've 
installed Windows, see “If a 
Windows Component Isn't 
Available” in Chapter 4, 

“The Possibilities.” 
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If you do not have a previous version of Windows, use the following 
procedure. 


To set up Windows from MS-DOS 


> 1 Insert Setup Disk 1 in a floppy disk drive or your Windows 
CD-ROM in a CD-ROM drive. 


> 2 Atthe command prompt, type the drive letter, followed by a colon (:) anda 
backslash (\), and the word setup. For example, your screen might look like 
this: 


[c:\| a:\setup 
Note that if you install from a CD-ROM, precede the word “setup” with win965\. 
> 3 Press ENTER, and then follow the instructions on your screen. Click Next to 


continue through the Setup process. 


Setup prompts you to choose the type of installation you want. If you’re 
not sure, choose the one that Windows selects for you. The following 
table describes these options. 


This Setup option Does this 

Typical Sets up the most commonly used Windows 
components. 

Portable Sets up features that are most useful for a portable 


computer, while conserving disk space. This 
includes power management features and 
Briefcase, a program that helps you synchronize 
files between laptop and desktop computers. 


Compact Sets up only the basic files you need to run 
Windows. This is useful if you have very limited 
disk space. 

Custom Enables you to choose exactly which components 


to install. If you are an advanced user or system 
administrator and want to customize your 
Windows installation, choose this option. 


If you encounter problems setting up Windows, see the Setup.txt file that 
comes with Windows. 





C BAP TE R 


] 


The Basics 





What’s the key to using Microsoft Windows 95? The Start 
button! This chapter gives you quick, simple instructions to 
get you up and running. You will also learn how to use online 
Help, which will help you get your work done and learn 
Windows. 


Contents 

Getting Started with Windows 95 2 

Starting and Quitting a Program 5 

Opening a Document 8 

Getting Help 10 

Finding Something on Your Computer 13 
Changing System Settings 14 

Starting a Program by Using the Run Command 15 
Shutting Down Your Computer 17 
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Getting Started with Windows 95 


This section gives you a quick overview of getting started with 
Windows. 


Logging on to Windows 


When you start Windows, you may be prompted to log on to Windows 
or, if you are on a network, to log on to your network. 


If you don’t want to log on with a password, don’t type anything in the 
password box, and click OK. You won’t see this prompt in the future. 





To log on to Windows 


v 1 inthe User Name box, type your name. 


v 2 Inthe Password box, type a password. The first time, 
Windows prompts you to confirm your password. 





The Start button and taskbar 


The Start button and taskbar are located at the bottom of your screen 
when you start Windows for the first time. By default, they are always 
visible when Windows is running. 





\ Start button Taskbar 
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Starting with the Start menu 


When you click the Start button, you see a menu that contains everything 
you need to begin using Windows. 





If you want to start a program, point to Programs. If you want Help 

on doing something in Windows, click Help. The commands on the Start 
menu are described in more detail in the rest of this chapter. An 
overview of each command is shown below. 


This command 


Programs 
Documents 


Settings 
Find 
Help 
Run 


Shut Down 


Does this 


Displays a list of programs you can start. 
Displays a list of documents that you’ve opened previously. 


Displays a list of system components for which you can 
change settings. 


Enables you to find a folder, file, shared computer, or mail 
message. 


Starts Help. You can then use the Help Contents, Index, 
or other tabs to find out how to do a task in Windows. 


Starts a program or opens a folder when you type an 
MS-DOS command. 


Shuts down or restarts your computer, or logs you off. 


Depending on your computer and the options you have chosen, you may 
see additional items on your menu. 
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Ma See Also 

For more information about using 
the taskbar, look up “taskbar” in the 
Help Index. 


The taskbar 


Every time you start a program or open a window, a button representing 
that window appears on the taskbar. To switch between windows, just 
click the button for the window you want. When you close a window, its 
button disappears from the taskbar. 


mes New Roman 


3g ee 


Deer Rich, 


I am pleased to report that the board has voted unanimously to accept your 
proposal for coordinating this year's corporate trainirig seminars. 


We will contact you soon with travel arrangements. 


sincerely, 
Jim Dobyns 





=— Clock 
‘ Taskbar buttons Notification area 


Depending on what task you’re working on, other indicators can appear 
in the notification area on the taskbar, such as a printer representing your 
print job or a battery representing power on your portable computer. At 
one end of the taskbar is the clock. To view or change settings, just 
double-click the clock or any of the indicators. 
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Starting and Quitting a Program 


TIP 

You can add a program to the 
top of the Start menu by 
dragging its icon onto the 
Start button. 


Ham See Also 

For more information about 
customizing the Start menu, look 
up “adding, programs to the Start 
menu” in the Help Index. 


You can use the Start button to start any program you want to use, such 
as your word processor or a favorite game. 





To start a program 


vl Click the Start button, and then point to Programs. 


Point to the folder, 
such as Accessories, 
that contains the 
program, and then 
click the program. 








A new button for the program appears on the taskbar. 
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Mi See Also 

For information about customizing 
the Programs menu, look up 
“Programs menu’ in the Help 
Index. 














aaoaeemee 





To quit a program 


wv Click the Close button in the upper-right 
corner of the window. 
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You can run as many programs as you want at the same time. Windows 
makes it easy to switch between programs or windows. 





To switch between programs 


v_ Click the taskbar button for the program you want. 


$37,100 
May $45,300 
June $41,000 


Total $123,400 


A year ago: $101,600 
Yo increase: 





The program appears in 
front of the other windows. 


Here are the figures you requested: 


April $37,100 
May $45,300 
June $41,000 


Total $123,400 


A year ago: $101,600 
% increase: 





Ma See Also 

For more information about running 
programs, look up “running 
programs” in the Help Index. 





8 Introducing Microsoft Windows 95 





Opening a Document 


There are several ways to open documents in Windows. This section 
describes two methods. You can: 
¢ Open your document from within the program you used to create it. 


¢ Use the Documents command on the Start menu to open a document 
you ’ve opened recently. 


You can also: 


¢ Use the Find command on the Start menu to locate the document. For 
more information, see “Finding Something on Your Computer” later 
in this chapter. 


¢ Double-click a document icon in My Computer. 





To open a document from within a program 


< 1 onthe File menu, click Open. 





<2 open a document in a 
different folder, click the 


Dean's tral = 


‘Ee “>For arrow next to the Look In 
7 box, and then click the disk 
that contains the folder. 


3 Peagyw 
Se) Network Neighborhood 


< 3 Click the folder that contains 
the document you want to 


Schedule 


GA sndsy awi open, and then click Open. 


Status reports 


You may have to scroll to 
see more folders. 


Word for Windows 6.0 [*. doc} 





Continued on next page 7 








Chapter1 The Basics g 





< 4 Click the document you 
want to open, and then 
click Open. 


: Poems 


ves.doc 








You can also open documents from the Documents menu, where many 
programs save a list of recently opened documents. 





To open a document by using the Documents menu 


< 1] Click the Start button, and 
then point to Documents. 


< 2 Click the name of the 
document you want to open. 





w The document opens, and a button for 
the document appears on the taskbar. 


Dear Bill, 


Thank you very much for speaking to our group. 
Everyone talked about how much insight you provided. 


You clearly stated the long-term goals and their 
relationship to our current project. I think it's 
important to put things in perspective, and the items 





Hm See Also 

For information about documents, 
look up “documents” in the Help 
Index. 
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Getting Help 


Online Help is essential to learning and using Windows. There are two 
kinds of Help: Help about a specific procedure and Help that gives you 
information about what you see on your screen. 


To get Help 


“ Click the Start button, 
and then click Help. 





“ The list of Help topics appears. 
You can use the tabs in Help 
to search for information in 


2] Ten minutes to using Windows seve ral ways 
Na Introducing Windows 

@ Tips and Tricks 

& Troubleshooting 





When you open Help by using the Start menu, or the Help menu in My 
Computer or Windows Explorer, you see Help for Windows in general. 
If you use the Help menu in a program, such as WordPad, Paint, or 
Microsoft Word, the Help you see is for that program. 
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To find Help through the Contents 


Click the Contents tab to find topics grouped by subject, 
and then follow the instructions on your screen. 


Vil, 
= S\- 


ange the background of 
your desktop 


TIP 2) How To... 


& Run Programs 
&. Work with Files and Folders 


1 Click here : “to view » Display 
= propedtiogs:: Be 


Some Help topics contain green 


he patter or 1. wallpaper you want to 











underlined text. You can click ah a 
initi BS Communicate with Others * To cover pour a cee with a 
the green text to see a definition & Safeguard ‘Your Work ois — me click sine To = 
of the term. () Change Windows Settings ~ center a wallpaper image on your ie 
a Change How Windows Looks ee screen, lick Center: 
9) ‘ : ~ You can use pattems and silneoi 
:?] Changing the appearance of items on the desktop e seen eration ones screen, 
2] Changing how much you can fit on your screen oe you wil nt see the pattem. 
| Changing the size of the fonts your computer displays : 
| Setting up a screen saver Fe Related opie € a 
9 Adjusting the rate at which your cursor blinks = sues ss 
4 To return to the list of topics, 
click Help Topics. 
To find Help through the Index 
v_ Click the Index tab to find specific topics listed alphabetically, 
and then follow the instructions on your screen. 
Vig, 
3) 


Seerange ‘the ec cdsaian of 
your desktop 


TIP ee 

To scroll through the Help Index, : ‘Soe ae 
type the first few letters of the tek eee gs 

word you want to search for. The pie sienna ae Te deer iin oldie scléen ih a 
Index is arranged just like a cleatng windows om ae 


color, changing 


book index. If you don’t find the 
entry you want, try another 
entry. 


customizing for multiple users 
fitting more information on 
icons, adding 

reducing windows to buttons 
shortcuts, adding 

size of desktop items, changing 
taskbar 

tips 








_ sreen, click Center.” 


“You can use pattems and wallpaper 

2 simultaneously. However. iF 

‘wallpaper ¢ covers pour entire screen. 
you, will hot see ine pattern. 


a Related’ Topics 


4 To return to the list of topics, 


click Help Topics. 
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TIP 

You can also use your right 
mouse button to click an item 
on the screen. Then click the 
What’s This? command. 


Ham See Also 

For more information about dialog 
boxes, see the “Visual Glossary” 
appendix. 





To find Help topics containing a word or phrase 


Vv Click the Find tab to find all the topics that 
contain a specific word or phrase, and then follow 
the instructions on your screen. 


en - Pic nge the background of ae 
= POU BeBe 
1 Chek here BE to view Display = 
“properties; in 
2 Inthe Patteryor Wallpaper list, click 


tk 


[changing the bac 


To cover your ehtire screen with a: 
small wallpaper image. click Tile.-To 
center 4 wallpaper image on your 
screen;-click: Center s 

“Youcan use patterns and wallpaper 
‘wallpaper covers:-your entire screen; 
you willinot see the pattem =~ 


- ielted Topics 





4 To return to the list of topics, 
click Help Topics. 











To get Help on a specific item 


VY For information about an item in a dialog box, 


Oe 








Shows how a pattern or wallpaper will look on your screen. 
To preview 4 pattern or wallpaper, click its name in the 
Pattern or Wallpaper list. 


















Autumn Leaves 
1Cargo Net : Cars 
ircuit é Castle Wall 





4 Apop-up explanation appears. 
Click it to make it disappear. 


























Chapter 1 The Basics 





Finding Something on Your Computer 


If you don’t know where a document or folder is, you can use the Find 
command to find and open it. 





To find something 
k the Start button, 
then point to Find. 
YX k Files Or Folders. 
TIP 
You can also use the Find 
command to search for a 
computer on the network. 





v 3 Click the Named box, and then type the 
name of the file or folder you want to find. 


Status report 





>A th specify where to search, click the arrow 
next to the Look In box, or click Browse. 


> § Tostart the search, click Find Now. 
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Changing System Settings 


Using Control Panel, you can change the way Windows looks and 
works. 





To change Windows settings 


< 1 Glick the Star button, 
and then point to Settings. 


Vly . a ee, : 
ey | ee p) 2 Contol Panel < 2 Click Control Panel. 


TIP 

Some of the things you can use 
Control Panel for are changing 
your screen colors, installing or 
changing settings for hardware 
and software, and setting up or 


changing settings for anetwork. =» 3 Double-click an icon to see the settings you can change. 


The icons that appear in Control 
Panel vary depending on the 

hardware and software installed : 
on your computer. Habeas Regan 


cet 
ae 


Joystick Keyboard Multimedia 


Network Passwords Printers 





To see more settings, click the tabs at 
the top of the dialog box that appears. 





Ga See Also 

For more information about Control 
Panel, look up the individual 
features in the Help Index. 
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Starting a Program by Using the Run 
Command 


If you know the name and path of the program you want to start, you can 
use the Run command to start it easily. 





To start a program or open a folder or document 


“4 1 Click the Start button, and then click Run. 


TIPS 

If you aren’t sure where the 
program is or how to specify the 
path, click the Browse button. 





You can also open a folder on 


your computer by typing its v 2 Type the name of the program, folder, or 
name. If it is located on the document you want to open. Or click Browse 
network, type the path. to look for the item. 


You can click the down arrow 
to see commands you typed 
previously. 








When you use the Run command, you can often specify just the name of 
the program instead of the full path. The following page explains how to 
use paths. 
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TIP 

Most filenames end with a 
3-letter “extension” that tells 
Windows what kind of file it is. 
For example, a filename ending 
in .exe is a program, and a 
filename ending in .txt is a 

text file. 


Mm See Also 

For more information about 
extensions, look up “extensions, 
filename’ in the Help Index. 


For information about mapping 
drive letters, see “Using the 


Network” in Chapter 3, “Introducing 


Networks.” 


What is a path? 


A path is a more direct way to describe where a file, suchasa _ 
document or program, is located on your computer or the network. 


It lists the drive, such as the hard disk, floppy disk, CD-ROM | 
_ drive, or shared network folder, that contains the document. It also - | 


lists all the folders that you need to open to find the document. 


To specify the full path for a document, type the drive letter, — 
followed by a colon (:) and backslash (\). Then list the folders in 
the order you open them. If there are more than one, separate the __ 
names by backslashes. Then type the filename. | 


Windows 95 supports long filenames, which can contain up to 
250 characters. If you use long filenames, enclose the path in 
quotation marks. 


Here are some examples of paths: 

¢ To specify the location of the Readme file, which is located on 
drive C in the Windows folder, you would type: 
c:\windows\readme.txt 


¢ To specify the location of a document named Party List.doc, 
located in the Holiday folder, which is in the Social Events 
folder on drive C, you would type: 


"c:\social events\holiday\party list.doc" 


¢ To specify the location of a bitmap (drawing) named Canyon, 
which is located on the network in a shared folder named 
\\Pictures\Scenic, you could type: 


\\pictures\scenic\canyon.bmp 
Or, if the folder is mapped to drive D, you could type: 
d:\canyon.bmp 
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Shutting Down Your Computer 


You need to shut down Windows before you turn off or restart your 


computer. That way you can be sure your work is saved to your hard 
disk. 


Caution To avoid damaging files, always shut down Windows before 
you turn off your computer. 





To quit Windows and shut down your computer 


< 1 Glick the Start button, and 
then click Shut Down. 





<2 Glick Yes. If you forget 
to save changes to 
documents, Windows 
prompts you to save 
changes. 





> 3 Ascreen message lets you know when 
you can safely turn off your computer. 





For information about the other options in this dialog box, click the Help 
button. 
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CHAP i ER. 2 


Beyond the Basics 


Now that you feel comfortable with the basics, use this 
chapter to explore the new ways Windows 95 makes it easy 
to manage files and folders and print your documents. 





Contents 

Seeing What’s on Your Computer 20 
Organizing Files and Folders 24 
Working Within Documents 28 
Printing 32 

Installing Software 35 

Installing Hardware 36 

Using Windows Efficiently 37 
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Seeing What’s on Your Computer 


In Windows 95, the things you have on your computer — your programs, 
documents, and data files, for example — are all accessible from one 
place called My Computer. When you first start Windows, My Computer 
is located at the upper left of your Windows screen, or desktop. 





To see what’s on your computer 
<« Double-click My Computer. 





My Computer 


w Awindow appears, displaying several different pictures, called icons. 





34 Floppy [A:] 5% Floppy (B:} Hard disk (C:] Control Panel Printers 





To use an item in My Computer, double-click the icon. The following list 
describes what happens when you double-click the various icons. 


Double-click 
this icon To see this 





The contents of a floppy disk in your computer’s 3.5-inch 


3% Floppy drive, if there is one. 


The contents of a floppy disk in your computer’s 5.25-inch 
drive, if there is one. 


The contents of your computer’s hard disk. 





The contents of a network drive, if your computer is 
connected to one. For more information, see Chapter 3, 
“Introducing Networks.” 


The contents of a compact disc in your computer’ s 
CD-ROM drive, if there is one. 
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Double-click 
this icon To do this 


Change the settings for your computer. For more 
information, see “Changing System Settings” in Chapter 1, 
“The Basics.” 


Set up printers and view information about your printers 
and the documents you print. For more information, see 
“Printing” later in this chapter. 





Control Panel 





Printers 


When you double-click a disk-drive icon in My Computer, a window 
such as the following appears. 


Windows Works for Writings Al's menu 
Windows 


a 


Calls Command Deliveries 2- 


New Wave 
Sound 





This icon Represents 


A folder, which can contain files and other folders. To keep 
things organized, your work is stored in folders, just as you 
might store it in your office or at home. Your directories 
appear as folders. 





A shared folder. You share a folder so that other people on 
a network can use the folder’s contents. For more 
information, see Chapter 3, “Introducing Networks.” 





A file, the basic unit of storage in Windows. The 
documents you use and create are files, and so are the 
programs you use. Different types of files may have 
different-looking icons. This standard (generic) icon is used 
when a file type does not have a specific icon associated 
with it. 





A document that was created with WordPad, a text editor 
that is included with Windows. 





You double-click these icons to see the contents of the folder or the 
information in the file, or to start a program. 
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< 1 Click the Start button, point 
to Programs, and then click 
Windows Explorer. 


TIPS 

Another way to open Windows 
Explorer is to use the right 
mouse button to click the My 
Computer icon. Then click 





Explore. 
To show or hide folders on the a bend 
left side of the window, click the ej Desktop — 3 
: : : aM pices a 1 (24 Letter to J Rich —— 
ft} loppy (A: "| Letter to Region icrosoft Word . 
plus or minus sign beside the Hemi he ste eo Misch Wor 
folder. 2 Haig disk [C:} F=1 Shortcut to Essa... Shortcut 


ee e Study group me... Microsoft Word . 
j Flash [> 


bis Bical +— The right side of the window 


MS Pubes displays the contents of the 


My Documents item you click on the left. 
My Repatts FE 


ee 





Your disk drives and folders appear here. 





You can open a document or start a program by double-clicking its icon 
in the right side of the window. 


You can look at the contents of your computer in different ways by using 
the View menu, as shown on the following page. 
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To change how icons are displayed 


wv On the View menu, click the Small Icons, List, 
or Details command. 


This is the Large Icons view. 








As you use My Computer, you may want to open the folder that contains 
the folder you’re looking at. 





To display the previous folder 


< 1 lf the toolbar is not 
visible, click View, and 
then click Toolbar. 


Daily Lag 


TIP 

You can also press BACKSPACE to 
see the previous folder, whether 
or not the toolbar is visible. 





<2 onthe toolbar, click the 
Up One Level button. 


Daily Log Essay #1 Letter to Bill 





The toolbar contains buttons 
for common tasks. 





Ga See Also 
For more information about 
toolbars, see the “Visual Glossary” 


appendix. 
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Organizing Files and Folders 


TIPS 

A quick way to move and copy 
files and folders is to use your 
right mouse button. For more 
information, see “Using 
Windows Efficiently” later 

in this chapter. 


You can copy a portion of text 
and place it as a “scrap” ina 
folder or on the desktop. For 
more information, look up “part 
of a document” in the Help 
Index. 


Mm See Also 

For information about finding files, 
_ see “Finding Something on Your 
Computer’ in Chapter 1, “The 
Basics.” 


For related topics, look up “files” in 
‘the Help Index. 


~My Computer 





This section details some basic procedures for organizing the information 
on your computer so it is easier to work with. The following procedures 
use My Computer. You can also use Windows Explorer to do these 
tasks. 


To move or copy a file or folder | 


< 1 Double-click My Computer. Find the file or folder 
you want to move or copy, and then click it. 





< 2 Glick Eait. 
« To move the file, click 
_ Sd Cut. 
=| =a _« To make a copy of the 
; , file, click Copy. 


1) Log Essay #1 


Letter to Bill Letter ta Poem #2 
Region 


<3 Open the folder where 
you want to place the file, 
click Edit, and then click 
Paste. 
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To delete a file or folder 


< 1 Double-click My Computer. Find the file or folder 
you want to delete, and then click it. 





abgsincd [= Wiitings a ——t—" OE 1 < 2 On the File menu, 
click Delete. 


TIP 

A quick way to delete a file is to 
drag it to the Recycle Bin on the 
desktop. For more information 
about dragging files, see “Using 
Windows Efficiently” later in this 
chapter. 


Scsaeererrerrereareerertirrerrertetes 
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To create a new folder 


<] Double-click My Computer, and then double-click the disk 
drive or folder in which you want to place the new folder. 





< 2 On the File menu, 
point to New, and 
then click Folder. 





<3 Type the name of the 
new folder, and then 
press ENTER. 


Windows Works for Writings 
Windows 





General Letter to J 
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When you want to copy files or folders from your hard disk to a floppy 
isk, the easiest way is to use My Computer. 





To copy a file to a floppy disk 


<1 Double-click My Computer. Find the file or 
folder you want to copy, and then click it. 





< 2 onthe File menu, 
point to Send To, and 
then click the drive 
where you want to 
copy the file or folder. 


TIP 

Another way to copy files is to 
use your right mouse button. 
For more information, see 
“Using Windows Efficiently” 
later in this chapter. 
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Working Within Documents 


This section provides some basics of working within documents in 
Windows. For information specific to the program you’ re running, use 
Help within the program. 


Copying, Moving, and Deleting Information 


As you work, you often need to copy and move information — from one 
document to another, or from one place to another within a document. 
At times you also need to delete information. 


TIP 

After you select information, try 
using your right mouse button 
to click it. A menu appears, 
containing commands you 

can use to format or edit the 
selection. 


a See Also 

For more information about using 
the mouse and selecting, see the 
“Visual Glossary” appendix. 





To copy or move information 


Vv 1 Select the 


ay t 


information. 


heir creator with certain inalien 


id the 








< 2 Click Eait. 
¢ To leave the information where it is and 
insert a copy of it somewhere else, click 
Copy. 
« 10 delete the information and insert it 
somewhere else, click Cut. 


Continued on next page 
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Vv 3 In the document where you want to insert the information, 
click the place where you want it to appear. 





¢ 
3 Us And perhaps it was best said over two hundred years ago: | 


TIP : 

You can also move or copy 
information between different 
programs, such as between 
Paint and a WordPad document. 
For more information, look up 
“pasting, information from 
another document” in the Help 
Index. 


< 4 On the Edit menu, click Paste. 








E And perhaps it was best said over two hundred years ago: that 


Reeg coke Peceriemermte = The new information appears 
a heppmesai es a in the document. 





Hi See Also 

For information about opening 
documents, see “Opening a 
Document’ in Chapter 1, 

“The Basics.” 


For information about finding a 
file, see “Finding Something on 
Your Computer” in Chapter 1, 
“The Basics.” 
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Saving Your Work 


To save the changes you made to an existing document or the work 
you’ ve done in a new document, you need to save the document. 





To save changes to an existing document 


v On the File menu, click Save. 


etter ta J - WordPad 





< 1 On the File menu, 
click Save As. 


TIP 

You can also use this procedure 
to copy a file and give it a new 
name and/or location. 





Drafts 


sss 


ee 


[Rich Text F 


<2 Type a name in the 


ormat 


os : File Name box. 





Continued on next page 7 
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vil, 
Ae 


TIP 

To save a file in the folder one 
level above, click the Up One 
Level button to the right of the 
Save In box. 


Word for Windows 6.0 


eS 
a Rich Text Format (RTF) 


ord for Windows 6. 


Windows 


Works for Windows 
Writings 


Al's menu 
Wayne's opinions 





< 3 To change the file type, 
click the arrow next to Save 
As Type, and then click the 
type you want. 


< 4 To save to a different drive 
and/or folder, open the 
Save In list, click the drive 
you want, and then 
double-click the folder. 


< § Click Save. 
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Printing 


Windows 95 offers significant improvements to printing — in particular, 
to the way you set up a printer to print from Windows. This section 
covers the basics of printer setup and printing. Additional printing 
topics are covered in Help. 


Setting Up a Printer 


TIP 

If any printers are already set up, 
their icons appear in the Printers 
folder. These printers are ready 
for you to use. 


a See Also 

For information about Network 
Neighborhood, see Chapter 3, 
“Introducing Networks.” 


For more information about paths, 
see “Starting a Program by Using 
the Run Command,” in Chapter 1, 
“The Basics.” 





Setting up your printer is easy and fast, thanks to the Add Printer wizard, 
a step-by-step printer setup program. 


Note Before you begin, make sure your printer is correctly connected to 
your computer and that you know the make and model of the printer. If 
you’re planning to use a shared printer over the network, you may also 
need to know the path to it (for example, \\Accounting\Printer1 might 
be the path to a network printer). Or you can browse for the printer in 
Network Neighborhood and then double-click its icon to set it up. 


To set up a printer for use with Windows 


< 11 Click the Start button, point to 
Settings, and then click Printers. 





< 2 Double-click Add Printer. 






Local printer 


Continued on next page 7 
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TIP 

You can use these same steps to 
set up a shared network printer. 
Just click Network Printer when 
the wizard prompts you. 


Ha See Also 

For more information about 
printing, look up “printing” in the 
Help Index. 


< 3 Follow the instructions 
on your screen. 





v4 When you finish, the icon for your printer appears in the Printers folder. 
Your printer is ready for you to use. If you set up both local and shared 
network printers, notice that the icons are different. 





Bent 


Add Printer = Local printer = Network 
printer 


Network printer 






Local printer 





You can double-click the printer icon in the Printers folder to see the 
documents that are printing or waiting to print, and to manage printing. 
For example, you can pause or cancel the printing of one or more 
documents. 


Printing Pegay Monday, Novem... 
Note to Scott Printing Carol Monday, Novem... 
Memo to Brenda Crystal Monday, Novem... 
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Printing a Document 


After you have set up a printer, you can easily print your documents. 





To print a document 


v lf the document is open, click File, and then click Print. 





An easy way to print is to drag the icon for your document onto a printer 
shortcut icon on the desktop. For information about creating shortcuts, 
see “Putting a Shortcut on the Desktop” later in this chapter. 


Troubleshooting Printing Problems 


If you have trouble printing in Windows, you can use the printing 
troubleshooter included in Help. The troubleshooter helps with problems 
such as your documents printing incorrectly or not at all. For more 
information, look up “print troubleshooting” in the Help Index. 
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Installing Software 


Windows provides a quick way to set up new programs on your 
computer. 





To install programs 


< 1 Click the Start button, point 
to Settings, and then click 
Control Panel. 


TIP 

You can add or remove 
components of Windows by 
clicking the Windows Setup tab 
in the Add/Remove Programs 
window. 





Ss) 2 Double-click Add/Remove 
Programs. 


AddNew ' Date/Time Display 
Hardware 





< 3 Follow the instructions 
on your screen. 


a See Also 

For Help on an item in a dialog box, 
click the question-mark button in 
the upper-right corner of the 
window, and then click the item. 





For information about installing a 
program over a network, look up 
“programs, installing” in the Help 
Index. 
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Installing Hardware 


Windows can help you set up new hardware, such as a sound card, on 
your system. 


Note If you haven’t already inserted your hardware card in your 
computer, you should do so before starting this procedure. You should 
turn off and unplug your computer before taking the cover off. For more 
information, see your hardware documentation. 





To install hardware 


<1 Circk the Start button, point 
to Settings, and then click 
Control Panel. 





ouble-click Add 
ew Hardware. 


Add/Remove Date/Time 


Add Now Haidasie 


ee Follow the instructions on 
your screen. 
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Using Windows Efficiently 


Windows provides some special features to speed up the way you work. 
In addition to the button on the left side of the mouse, now you can use 
the right mouse button to access and move information faster or to create 
shortcuts to documents, programs, and other items. 


Copying and Moving Files Quickly 


There are two ways of using the right mouse button to copy or move files 
quickly: by using menu commands and by dragging. 





To move or copy by using the right mouse button 


v1 Use the right mouse button to click 
the file you want to move or copy. 





<2 To move the file, click Cut. To 
copy the file, click Copy. 


2) 
VW, 
TN 


TIPS 

You can quickly copy a file to a 
floppy disk by clicking Send To | =a 
after you use your right mouse sedi 
button to click the file icon. 





When you use the right mouse 
button to click various items in 
Windows, shortcut menus 
appear that contain many useful 
commands. 


<3 Open the folder where you 
want to place the file. Then 
use the right mouse button 
to click an empty part of 
the window. 





Gm See Also 

For information about using the 
mouse, see the “Visual Glossary” 
appendix. 
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Sometimes the quickest way to move and copy information is to drag it 
from one place to another by using your mouse. You can move or copy 
files and folders to another folder or disk drive. 





To move or copy by dragging 


<1 In Windows Explorer, open 
the folder that contains the 
ee | file you want to move or copy. 


Vil, Letter to Region 
> 
2 - : 


TIP 

You can also move or copy a file 
by dragging it using the left 
mouse button. Dragging a file 
between two folders on the 
same drive moves the file. 
Dragging a file between different 
drives copies it instead. 





< 2 Use the right mouse button to 
drag the file to the folder 
where you want to move or 
copy it. Then release the 
mouse button. 





_ 3 Click Move Here or 
Copy Here. 


py? Essay #1 
F Letter to Bill 
Letter to Region 
Poem 
nF Susie 
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Putting a Shortcut on the Desktop 


TIPS 

You can put a shortcut in any 
folder, in addition to on the 
desktop. 


When you delete a shortcut, the 
original file is not deleted. If you 
delete the file, the shortcut is not 
deleted automatically. 


Ea See Also 

For information about finding files, 
see “Finding Something on Your 
Computer” in Chapter 1, “The 
Basics.” 


Shortcuts provide easy access to the documents and programs you use 
most often. For example, suppose you keep track of your activities in a 
document called Daily Log. You can place a shortcut to Daily Log on the 
Windows desktop. 


You can then open the document without having to find it first, by 
double-clicking the shortcut icon. A shortcut does not change a file’s 
location; it just lets you open the file quickly. You can create a shortcut 
to any object, including folders, disk drives, other computers, or printers. 





To put a shortcut on the desktop 


vlin My Computer or Windows Explorer, 
locate the item you want easy access to. 


« 2 Use the right mouse 
vr oa = button to drag the item to 


= = = the desktop. Then release 
Essay #1 Letter to Bill Letter to 


‘Region the mouse button. 





4 3 Click Create 
Shortcut(s) Here. 


| @ 


Daily Log Essay #1 Letter to Bill Letter to 
Region 





Daily Log Essay #1 Letter to Bill Letter to 
egion 





The shortcut appears on your desktop. 
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Keeping Programs Handy 


You can get to work more quickly if the programs you use most often are 
readily available. 


For example, you might want to have a program start automatically when 
you start Windows. To do this, you create a shortcut to the program in 
your StartUp folder. 





To set up a program to start when Windows starts 


>| In Windows Explorer, locate the program you want, 
and then use the right mouse button to click it. 





Folderol 


MS Excel 
MS Publisher Ki Shortcut 
My Documents 
My Reports 

Old Program Files 
Personal 


Shortcut 
| Letter to J Micros. 
{Martian Applic. 
: 


Poetry —_ 
Microsoft Ww 


Powerpoint - 
Program Files $5] PowerPoint 


Public Preamble 
Sean's Stuff Shortcut to 
Tmp Solitaire 


< 2 Click Create Shortcut. 
A shortcut icon appears. 





< 3 Click the plus signs next 
_ to the Windows folder, 


Sean's Stuff 


tee See the Start Menu folder, 


Viewer 


Windows es a and then the Programs 
Command Shortcut folder. 


Config Letter to J Micros. 
Cursors _i Martian Applic... 
Applic... 
Shortcut 
Shortcut 
Micros. 
] Shortcut to Essay... Shortcut 
bY Solitaire Shortcut 
Shortcut 


Fonts 
Help 





Continued on next page a 
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<4 Drag the shortcut icon 


Sean's Stuf @ to the StartUp folder, 
— and then release the 
Tee con mouse button. 
- ES The program appears 
-( ys 1 7 ae in the StartUp folder 
ee and will start each time 
you start Windows. 


TIP 

You can set up the program to 
start minimized instead of in a 
window. For information, look 
up “minimized windows” in the 
Help Index. | 














oF 


oy 








CHAP. EER - 3 


Introducing 
Networks 


When you're ready to go beyond the computer on your desk, 
use this chapter to learn the basics of working on a network. 
You will learn how to set up your computer to use a network, 
and how you and your co-workers can share documents, 
programs, and printers to work more efficiently. 





ontents 
Using the Network 44 
Setting Up Your Computer to Use a Network 46 
Sharing Your Folders or Printers 50 

sing Resources Located on Other Computers 55 
Connecting to the Internet 58 
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Using the Network 


Ma See Also 

For information about using the 
Internet, see “Connecting to the 
Internet” at the end of this chapter. 


A network is a group of computers connected to each other or to a 
central server so they can share resources such as documents and 
printers. 





Your connection to a network can change the way you work: 


¢ You can use programs and documents from another computer without 
passing floppy disks back and forth. 


You can print documents on a printer attached to another computer, 
or use another computer’s fax modem, just as if they were connected 
to your computer. 


You can gain access to the Internet. 


You may also be able to send and receive messages by using 
electronic mail, or connect to your work computer from home. 
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Introducing the Network Neighborhood 


If your computer is set up to use a network, the Network Neighborhood 
icon appears on the desktop. 






a 
Network 
Neighborhood 
When you double-click Network Neighborhood, you might see the 
computers in your workgroup or any NetWare servers you are connected 
to. Generally, your workgroup has been set up by an administrator so 
that the computers in it contain most of the resources you want to use. 


You can see other computers on the network — those not in your 
workgroup — by double-clicking the Entire Network icon, which 
appears in Network Neighborhood. 





ees. 
Poe a 5 


Entire Network 


If your computer is not set up to use a network, read the following 
section. 
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Setting Up Your Computer to Use a Network 


There are two major steps in setting up a network: setting up your 
hardware and setting up your software. 


Note Your computer may already be set up to use a network. If 
Windows prompts you for a network password at startup, and if the 
Network Neighborhood icon appears on the Windows desktop, your 
network is already set up and you can skip this section. 


Before setting up the software, be sure your network hardware is 
correctly installed. This includes the network adapter (network card 
or other device) and cables. 





To set up network software 


aa fe < I Ciick the Start button, 
point to Settings, and then 
click Control Panel. 


TIPS 

You can also double-click 
Network in Control Panel to 
add or delete network 
components and change 
settings for components that 
were previously installed. 





“a 2 Double-click Network. 





You can connect to your office 
computer and the network it is 
on from your home or on the 
road. For more information, see 
“Using Dial-Up Networking” later 
in this chapter. 


Date/Time Display 






AddNew Add/Remove 
Hardware Programs 











Keyboard Mouse Mulimeda 


Passwords Printers Regional Sounds 


Settings 





Continued on next page 7 
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Mm See Also 

For Help on an item in a dialog box, 
click the question-mark button in 
the upper-right corner, and then 
click the item. 





< 3 Click Ada. 


<4 Click Adapter, and 
then click Add. | 


> Follow the instructions on your screen. If you don't know what kind 
of adapter you have, check the documentation that came with it. 


When you set up a network adapter, Windows automatically sets up 
the other network components you need to use the network. 





See the following page for descriptions of the network components. 
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Ma See Also 

For more information about 
sharing, see “Sharing Your Folders 
or Printers” later in this chapter. 














Identifying your computer on the network 


After setting up network software, you need to give Windows some 
information to identify your computer on the network. For example, your 


network administrator may have assigned your computer to a workgroup 
of computers. These are likely to contain most of the resources you will 


want to use. 


You identify your computer by using the procedure on the next page. 














Gm See Also 

For Help on an item in a dialog box, 
click the question-mark button in 
the upper-right corner, and then 
Click the item. 
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To identify your computer on the network 


vy 1 Inthe Network dialog box, click the 
Identification tab. 


v2 Type a name for your computer, your workgroup name, and 
a brief description of your system that other people will see 
when they look at your computer on the network. 





: 


puter 
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Sharing Your Folders or Printers 


If you installed file and printer services for Microsoft Networks or 
NetWare Networks, you can share your documents and any printers 
attached to your computer with other people on the network. To share 
documents, you share the folder they are in. 


Mm See Also 

For information about installing file 

and print sharing, look up “enabling 
file and printer sharing” in the Help 

Index. 
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Note The dialog box you use to share a folder or printer appears 
differently depending on what kind of access control you use. The 
following illustration shows sharing with user-level access control. 


initial drafts, plus revisions 





The following shows the same dialog box with share-level access 
control. 


ia 
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The following procedures show share-level access control. 





To share a folder 


< 1 Locate the folder you want 
to share, and then click it. 


nls, Letter to Bill Letter to 





TIPS he 

, tudy group 
You can also share an entire : membership 
disk drive by using this 


procedure. Instead of clicking 


a folder, click a drive icon. < 4 On the File menu, click 


Sharing. (If sharing is 
not on the menu, you 
need to install file and 
printer sharing.) 


You may be able to use your 
shared resources from a 
computer at home or on the 
road. For information, see 
“Using Dial-Up Networking” 
later in this chapter. 





Letter ta 
Region 


ee 


initial drafts, plus revisions 
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To share your printer 


< 1 Click the Start button, point to 
Settings, and then click Printers. 





< 2 In the Printers window, click the 
printer you want to share. 


Network 


< 3 onthe File menu, click Sharing. 





Continued on next page 7 
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Note The tabs that appear in the printer properties dialog box will vary 


depending on the type of printer you have. 
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Using Resources Located on Other 
Computers 


Working with a file or folder located on another computer is much like 
working with those on your own computer. To use resources someone 
has shared on the network, you open the folder that contains them. 





To use a shared folder 


< 1 Double-click Network Neighborhood. 





Network 
Neighborhood 
vil, 
4» v 2 Double-click the icon for the computer 
that contains the folder you want. 
TIPS 


If the computer is not in your 
workgroup, double-click Entire 
Network. 





You can also create a shortcut 
to a network resource. For 
information about shortcuts, 
see “Putting a Shortcut on the 
Desktop” in Chapter 2, “Beyond 
the Basics.” 


< 3 Double-click the folder that contains 
the document or program you want. 





You can use the Find and Run 

commands on the Start menu 

to find network resources. For To use a printer that has been shared on the network, you need to set up 
more information, see Chapter 1, the printer on your computer. For information, see “Setting Up a Printer” 
“The Basics.” in Chapter 2, “Beyond the Basics.” 
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Using Dial-Up Networking 
Whether you’re at home or on the road, you can use Dial-Up 
Networking to connect to your office computer and the network it is 


on. By using a modem and dialing in to the computer, you can use any 
shared resource, such as a folder or printer, on the computer or network. 


To connect two computers in this way, they must both have modems 
installed. You must also set up Dial-Up Networking on both computers, 
and the computer you want to dial into must be set up as a server. 


If there is no icon for Dial-Up Networking in the My Computer window, 
you can use the following procedure to install it. 


To set up Dial-Up Networking 


< 1 Click the Start button, point 
to Settings, and then click 
Control Panel. 


TIP 

You can also connect computers 
by using a serial or parallel 
cable. For more information, 
look up “Direct Cable 
Connection” in the Help Index. 





¢ 2 Double-click Add/Remove 
Programs. 









Date/Time Display Fonts 


Joystick Keyboard Modems Mouse Multimedia 


| Add New 
4 Hardware 





Continued on next page 7 


Ma See Also 
For more information, look up “Dial- 
Up Networking” in the Help Index. 


For information about sharing 
folders, see “Sharing Your Folders 
or Printers” earlier in this chapter. 
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< 3 Click the Windows Setup 
tab, click Communications, 
and then click Details. 


(if &] Accessibility Options 


vil, (7 & Disk Tools 

4 » @ £9 Microsoft Exchange 
TIPS 

After setting up Dial-Up 


Networking on the computer 
you will dial into, be sure to 
share the folders you will be 
using. 


You can also use Add/Remove 
Programs to install other 
Windows accessories that may 
not have been installed when <i —gamesemperaoare 
you first set up Windows. blame 


ij & Phone Dialer 


< & Click the Dial-Up Networking 
check box, and then click OK. 
Click OK again, and follow the 
instructions on your screen. 





< 5 Double-click 

My Computer, 
| ew Se and then double-click 
1 3% Floppy (4:) 5% Floppy (B:) Hard disk (C) Cont Panel Printers : Dial-Up Networking. 





4 6 Follow the instructions 
on your screen. 
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Connecting to the Internet 


The Internet is a rich online source of information, from bulletin boards 
and discussion groups to electronic mail and up-to-date news 
information. Windows provides two ways to connect to the Internet: 


¢ Using The Microsoft Network, a new online service, you can gain 
access to Internet news groups, download software, and send and 
receive e-mail over the Internet. To sign up for The Microsoft 
Network, double-click the icon for The Microsoft Network on 
your desktop. 


e Using Dial-Up Networking, you can connect to the Internet through 
an Internet access provider or a direct server connection. Then, you 
can use ftp and Telnet (browsing utilities that come with Windows) 
to connect to various Internet sites. Or you can use other Windows- 
based programs to browse the World Wide Web (WWW). These 
programs are available from various ftp sites or from software 
vendors. | 





Mag See Also 

For more information about 
connecting to the Internet, look up 
“Internet, connecting to” in the Help 
Index. 





For more information about Dial-Up 
Networking, see the previous 
section, “Using Dial-Up 
Networking.” 


For more information about The 
Microsoft Network, look up 
“Microsoft Network” in the Help 
Index. 
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CHAPTER .4 


The Possibilities 


Look here to discover some of the exciting things to do in 
Microsoft Windows 95. To learn more about a Windows 
feature, look up the topic in Help and you'll be ready to try 
something new. 


If you find that a component described here is not available 
on your computer, see the last section in this chapter. 
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Having Fun 


When you’re not working, you can play games or customize the way 
Windows looks. Here are only some of the fun things you can do. 


Explore sound and animation 


Windows provides many multimedia features. You can use CD Player to 
play audio compact discs, Sound Recorder to play or record sounds, or 
Media Player to view animations. 








Play games 


If you’re looking for a fun challenge, try the games that come with 
Windows — for example, Solitaire, one of the most popular card games 
of all time. 


Mm See Also 

For more information about 
multimedia features, look up 
“multimedia” in the Help Index. 


For more information about starting 
a game, look up “games” in the 
Help Index. 
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Set up a screen saver 


= Screen savers can save wear and tear on your screen and protect your 
Z work when you’re away from your computer. Several screen savers 
come with Windows. 





4 Flying Windows screen saver 


Change the appearance of Windows 


You can personalize Windows with pictures, patterns, and colors by 
using Control Panel. You can display pictures or patterns as “wallpaper” 
for Windows, or use your own scanned photos. You can also change 
your Windows colors to an existing scheme, or create your own. 








a Zigzag wallpaper 


Ga See Also 

To change the way Windows looks, 
look up “settings, desktop settings, 
changing” in the Help Index. You 
can also look up “screen savers,” 
“wallpaper, displaying” or “colors.” 
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Maintaining Your System 


Windows provides tools that you should use regularly to maintain your 
hard disk. Look for these tools in the System Tools folder, which is 
located in the Accessories folder. 


Back up the information on your disk 


Backing up your files safeguards them against loss if your hard disk fails 
or you accidentally overwrite or delete data. 


14133 Stuff for Donaldd Folder 

Mii My files {19 Power Managem... Folder 
4-3 Old System files Folder 
(9 Other stuff 5 Folder 


Folder 
Folder 


Humor and jokes sa a sp 
~-{¥i 4 Power Management umor and jokes older 


Review 181616 Application 
oS 56575 Help File 


141697 MMF File 





Check and repair your disk by using ScanDisk 


ScanDisk can check the files and folders on your hard disk for data 
errors, and it can also check the physical surface of the disk. 





= Scandisk — Hard dick ic} 


3 3% Floppy [A:] 
5% Floppy [B:] 


Ma See Also 

For more information about 
Backup, look up “backing up 
files” in the Help Index. 





For more information about : 
repairing disks, look up “ScanDisk, 
using” in the Help Index. 
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Optimizing Your Computer 


Windows includes several features to improve your computer’s 
performance. Look for these tools in the System Tools folder, which 
is located in the Accessories folder. 


Increase disk space by compressing data 


You can free up space on hard and floppy disks by using DriveSpace 
to compress the data that is on them. If your drive is uncompressed, 
compressing it will generally give you 50 to 100 percent more free 


space. 





Defragment your dis 


LY Over time, files can become divided into fragments that are stored in 
< different locations on your hard disk. These files are complete when you 
open them, but it takes longer for your computer to read from and write 
to them. To defragment your files and speed up performance, use Disk 
Defragmenter. 


Mam See Also 

For more information about 
DriveSpace, look up “compressing 
disks” in the Help Index. 





For more information about 
Disk Defragmenter, look up 
“defragmenting your hard disk” 
in the Help Index. 
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Communicating with the World 


Windows provides several ways for you to communicate with 
co-workers and friends and with the rest of the world. 


Share information by using electronic mail 


Microsoft Exchange features a universal Inbox where you can send 
and receive electronic mail, and organize, access, and share all types of 
information, including faxes and items from online services. 





ik RSE RE mee a Rese ss 
Dave Byer Product changes 879795 3:24 PM 
Alan Mack Sales report 8/9/95 1:17 PM 
Dora Barton Conferences 8/9/95 9:32 4M 
Elliot Loren Testing day 8/9/95 8:44 AM 
Alan Mack New Sales 8/4/95 2:29 PM 


Dora Barton Tomorrow 6/3/95 10:42 AM 
Dave Byer Reminder 8/1/95 3:52 PM 
Dave Byer New challenges 8/1/95 11:48.4M 
Elliot Loren Check It Out! 8/1/95 9:30 AM 


DOREEeeeEE 





Send and receive faxes 


You can use Microsoft Fax to send and receive fax messages. All you 
need is a fax modem you can access on a network or one attached to your 
own computer. Incoming faxes appear as messages in your Microsoft 
Exchange Inbox. Microsoft Fax comes with a Cover Page Editor 
(including several sample cover pages) and a Fax Viewer for viewing 
faxes that cannot be edited. 


Mm See Also 

For more information about using 
mail, look up “Microsoft Exchange” 
in the Help Index. 








For more information about 
Microsoft Fax, look up “fax” in 
the Help Index. 
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Connect to other computers 


You can use HyperTerminal and a modem to connect to a remote 
computer that is not running Windows. This enables you to easily 
connect to bulletin boards, host systems, or text-based online services. 
HyperTerminal even configures your modem for you and enables you 
to dial automatically. 








efault Location 


Explore the online world 


Hm See Also 

For more information about 
HyperTerminal, look up 
“HyperTerminal” in the Help Index. 


For more information about The 
Microsoft Network, look up 
“Microsoft Network’ in the Help 
Index. 





Windows 95 also features access to a new online service: The Microsoft 
Network. Using it, you can exchange messages with people around the 
world; read the latest news, sports, weather, and financial information; 
find answers to your technical questions; download from a collection of 
thousands of useful programs; connect to the Internet; and more! 


& The Microsoft Network 


The Microsoft Network 
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Making Your Work Mobile 





Update files on two computers 


| Job offer letter 


In Briefcase 
Modified 
9/27/96 9:36 AM 


In Briefcase 
Modified 
9/27/96 9:36 AM 


Replace 


tp 


Replace 





Windows provides some special programs that make taking your work 
with you easy and convenient. 


Sometimes you might work on the same document both at home and at 
work, or use a laptop computer when you travel. Now it’s easy to keep 
multiple versions of a file in sync with each other. Just use Briefcase. 
You can use Briefcase whether your computers are connected by a cable 
or you use floppy disks to transfer information. 


In C:\Poems 
Unmodified 
9/25/96 3:08 PM 


In C:\My files 
Unmodified 
9/24/96 3:11 PM 





Connect two computers by using your modem 


Mg See Also 

For information about using 
Briefcase, look up “Briefcase” in 
the Help Index. 


For information about connecting 
computers with cables, look up 
“Direct Cable Connection” in the 
Help Index. 


HREXKXERK 


5 


1 Default Location 





With Dial-Up Networking, you can use shared information on another 
computer even if you’re not on a network. For example, you can connect 
your home and office computers, and gain access to your office network. 
For more information, see “Using Dial-Up Networking” 
“Introducing Networks.” 


Chapter 3, 
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Using Other Programs 


This section describes two programs that can help you get your work 
done. To see more, point to Programs on the Start menu, and then point 
to Accessories. For more information, use the Help menu in each 
program. 


Create pictures by using Paint 


You can create, edit, or view pictures by using Paint. You can paste 
pictures into other documents you’ ve created, use them for your desktop 
background, view photos that you have scanned, and more! 





Write by using WordPad 


Windows includes a new text editor that you can use to work on short 
documents. Among its features are a toolbar for quick access to common 
tasks, a format bar with buttons for quickly formatting text, and a full 
range of fonts for you to select from. 





| To: Ann M, Jean C, Fred B, Chris V7, Patrick F, Jans 


| ORS Planning Meeting 


| 4925196 
Mm See Also | 2:00p | 
Fi or more in ft Of mation abou t 2 ain t, | The meeting was much shorter than anticipated, since three of our six members 
click the Help menu in Paint. | were out ill with the flu. We will reschedule for atime when most of us can be 


‘| there. 
For more information about 
WordPad, click the Help menu 
in WordPad. 
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If a Windows Component Isn’t Available 


Mam See Also 

For more information about the 
Microsoft Download Service, see 
the “Accessibility for People with 
Disabilities” appendix. 


You may find that a Windows component described in this chapter isn’t 
available on your computer. In most cases, you can install the component 
from your Windows Setup disks. For information on how to do this, look 
up “installing, Windows components” in the Help Index. 


If you don’t see the component listed in the Add/Remove Programs 
dialog box, it may be one that is included only with the CD version 
of Windows. In this case, you can download the component from a 
download service, such as CompuServee, The Microsoft Network, 
the Microsoft Download Service, or the Internet. 


Alternatively, you can order a set of fulfillment disks that has the 
component. If you acquired Windows 95 as a retail product, you can 
order fulfillment disks by sending in the coupon at the back of this book. 
If Windows came with your new PC, or if the title page of this book 
reads “For distribution only with a new PC,” contact your PC 
manufacturer for more information and support. 
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Visual Glossary 


This section explains some terms and basic actions you will encounter in 
Microsoft Windows 95 and in the Windows documentation. 


Using a mouse 

A mouse or other pointing device works on the principle that first you 
place your mouse pointer on (point to) something on your screen, and 
then you click with a mouse button to perform an action on that item. 


Note Windows documentation assumes you have a mouse and are right- 
handed; if you are left-handed, you can switch left and right mouse 
buttons. For information, look up “switching, mouse buttons” in the Help 
Index. Also, if you use a pen device, a mouse “click” corresponds to a 
pen “tap.” 


As you move your mouse on a flat surface, the pointer moves on your 
screen. If you run out of room, pick up the mouse and place it in another 
spot. 


To point, move the mouse until the tip of the pointer is over the item or 
area you want to point to. Then you can do the following: 


¢ Click 
Action Description 


Click: Press and release the left mouse button once. 


Double-click: Quickly press and release the left mouse 
button twice. 


Click with the right mouse button: Press and release the 
right mouse button once. A shortcut menu appears. 
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¢ Drag 


To move an item to another location, first point to it. Press and hold 
down the left or right mouse button, and point to where you want the 
object; then release the mouse button. You also drag to select text or 
other information in a window. For more information, look up “drag 
and drop” in the Help Index. 


Essay #1 Letter to Bill Letter to 
Region 


3 MS Publisher 
4 My Reports 

4 New Folder #1 
§ Personal’ > 





Using the taskbar 


The taskbar, located at the bottom of your screen when you first start 
Windows, contains the Start button. To move the taskbar to a different 
edge of your screen, point to an empty part of the taskbar, and then drag 
it to the location you want. 





Using a dialog box 

Windows displays a dialog box when you must supply information or 
specify options or properties. For example, when you click the Open 
command to open a document, a dialog box enables you to choose the 
one you want. The following is an example of another dialog box. 
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You can use the following types of options in dialog boxes and when you 
work with the properties for an object: 


Click this To do this 


Expand the list of choices. Then click the item you want. 





Select one option at a time. The circle is filled in when the 
option is selected. 





Select more than one option at a time. A check mark appears 
when the option is selected. 


Sizing windows | 
You can change a window’s size or shape in order to see more than one 


window at a time or to adjust how much of a window’s contents you can 
see. 


There are two methods of sizing windows: 


¢ Use the buttons in the upper-right corner of the window. 
Click this To do this 


Reduce (minimize) the window to a button on the taskbar. 


Enlarge (maximize) the window to fill the desktop. 





Return the window to its previous size. This button 
appears when you maximize the window. 


¢ Move the pointer to the window border. When the pointer changes 
shape, drag the border to enlarge, reduce, or change the shape of the 
window. 
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Moving windows 


Moving a window to a different place on the screen can make it easier 
to see more than one window at a time or see something the window is 
covering up. 


To move a window, drag its title bar to a new location. 





Selecting information 


You select (highlight) text or other information before doing something 
to it, such as making it appear bold or copying it to another part of your 
document. To select, place the pointer where you want to begin selecting. 
Then drag the pointer to where you want the selection to end. 





"There is hope in honest error, 
none in the icy perfection 
Valicmere stylist." 
x 






J. D. Sedding 


Using toolbars 

Toolbars appear in many programs and provide quick ways to do tasks. 
Most toolbar buttons correspond to a menu command. You can find out 
what each button does by resting your pointer over the button: A box 
appears, displaying the button name. 
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Scrolling 

If a window is not large enough to display all the information, a scroll 
bar appears at the side and/or bottom of the window. You can drag the 
scroll box or click the scroll arrows. 





Scroll box 






| 
| 
\ New Folder #1 


Scroll bar 


Scroll arrow 
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Keyboard Shortcuts 


You can use the following keyboard shortcuts with Windows. 


General Windows keys 


To Press 
See Help on the selected dialog box Fl 

item 

Quit a program ALT+F4 
View the shortcut menu for the SHIFT+F10 
selected item 

Display the Start menu CTRL+ESC 
Switch to the window you last used. ALT+TAB 


Or switch to next window by pressing 
ALT while repeatedly pressing TAB. 


Cut CTRL+X 

Copy CTRL+C 

Paste CTRL+V 

Delete DEL 

Undo CTRL+Z 

Bypass auto-play when inserting a SHIFT while inserting the CD-ROM 


compact disc 


For the desktop, My Computer, and Windows Explorer 


When an item is selected, you can use the following shortcut keys: 


To Press 

Rename an item F2 

Find a folder or file F3 

Delete immediately without placing SHIFT+DEL 

the item in the Recycle Bin 

View item properties ALT+ENTER or ALT + double-click 
Copy a file CTRL key while dragging the file 


Create a shortcut CTRL+SHIFT while dragging the file 
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For My Computer and Windows Explorer 


To 
Select all 


Refresh a window 
View the folder one level up 


Close the selected folder and all its 
parent folders 


Switch between left and right panes 


For Windows Explorer only 
To 
Go to 
Switch between left and right panes 


Expand all subfolders under the 
selected folder 


Expand the selected folder 
Collapse the selected folder 


Expand current selection if it’s 
collapsed, otherwise select first 
subfolder 


Collapse current selection if it’s 
expanded, otherwise select parent 
folder 


For properties dialog boxes 
To 
Move forward through options 
Move backward through options 
Move forward through tabs 
Move backward through tabs 


Press 


CTRL+A 

F5 

BACKSPACE 

SHIFT while clicking the Close button 


F6 


Press 


CTRL+G 
F6 


NUMLOCK + ASTERISK (* on numeric 
keypad) 


NUMLOCK + PLUS SIGN (+ on numeric 
keypad) 


NUMLOCK + MINUS SIGN (- on numeric 
keypad) 


RIGHT ARROW 


LEFT ARROW 


Press 

TAB 

SHIFT+TAB 
CTRL+TAB 
CTRL+SHIFT+TAB 








For Open and Save As dialog boxes 
To 


Open the Save In or Look In list 
Refresh 


Open the folder one level up, if 
a folder is selected 


Accessibility Options shortcut keys 
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Press 

F4 

F5 
BACKSPACE 


To use Accessibility Options shortcut keys, the shortcut keys must be 
enabled. For more information, look up “Accessibility, shortcut keys” 


in the Help Index. 


To 

Toggle StickyKeys on and off 
Toggle FilterKeys on and off 
Toggle ToggleKeys on and off 
Toggle MouseKeys on and off 
Toggle High Contrast on and off 





Press 

SHIFT 5 times 

RIGHT SHIFT for 8 seconds 

NUMLOCK for 5 seconds 

LEFT ALT + LEFT SHIFT + NUMLOCK 
LEFT ALT + LEFT SHIFT + PRINT SCREEN 
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Accessibility for People with Disabilities 


Microsoft is committed to making its products and services easier for 
everyone to use. This section provides information about the following 
features, products, and services, which make Windows more accessible 
for people with disabilities: 


¢ Microsoft support services for people who are deaf or hard-of- 
hearing 


¢ Features in Windows that make using Windows easier for people 
with motion or hearing disabilities 


¢ Getting information about other products and services for people 
with disabilities 


Support services for individuals who are deaf or 
hard-of-hearing 


Through a text telephone (TT or TDD) service, Microsoft provides users 
who are deaf or hard-of-hearing with complete access to Microsoft’s 
product and customer support services. 


You can call the following numbers Monday through Friday, excluding 
holidays. You can contact Microsoft Sales Information Center on a text 
telephone by dialing (800) 892-5234 between 6:30 A.M. and 5:30 P.M. 
Pacific time. For technical assistance in the United States, you can 
contact the Microsoft Support Network on a text telephone at (206) 
635-4948 between 6:00 A.M. and 6:00 P.M. Pacific time. In Canada, 
dial (905) 568-9641 between 8:00 A.M. and 8:00 P.M. Eastern time. 
Microsoft’s product support services are subject to Microsoft’s prices, 
terms, and conditions in place at the time the service is used. 


Windows accessibility features 


Windows includes several accessibility features that provide users who 
are movement or hearing disabled with better access to computers that 
run Windows. These features enable you to change your display, mouse, 
and keyboard features, as well as use sound to help you use Windows 
most effectively. 


For example, if you have trouble using a mouse, you can use the 
MouseKeys feature, which enables you to use the numeric keypad to 
move the mouse pointer. The illustration on the following page shows 
which keys to use. 


TIP 

If these options are not installed, 
you can use the Add/Remove 
Programs icon in Control Panel 
to install them. 
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To find these features, double-click the Accessibility Options icon 
in Control Panel. For a more detailed list of procedures, look up 
“accessibility” in the Help Index. 


Customizing Windows 


There are many ways you can adjust the appearance and performance of 


Windows, your mouse, and your keyboard to suit varying vision and 


motor abilities without requiring any additional software or hardware. 


Application note WN1062 describes the specific methods. 


If you have a modem, you can download application notes from the 
following network services: 

¢ CompuServee 

+ GEnie™ 

e Microsoft OnLine 


¢ Microsoft Download Service (MSDL), which you can call at (206) 
936-6735 any time except between 1:00 A.M. and 2:30 AM. Pacific 


time. Use the following communications settings. 


For this setting Specify 

Baud rate 1200, 2400, 9600, or 14400 
Parity None 

Data bits 8 

Stop bits 1 


e Various user-group bulletin boards (such as the bulletin-board 
services on the Association of PC User Groups network). 
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Documentation in alternative formats 








| 





People who have difficulty reading or handling printed documentation 
can obtain most of Microsoft’s publications from Recording for the 
Blind, Inc. Recording for the Blind distributes these documents to 
registered, eligible members of their distribution service, either on audio 
cassettes or on floppy disks. More than 80,000 titles are available, 
including Microsoft product documentation and books from Microsoft 
Press. You can contact Recording for the Blind at the following address 
and phone numbers: 


Recording for the Blind Telephone: (609) 452-0606 
20 Roszel Road Fax: (609) 987-8116 
Princeton, NJ 08540 
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More information for people with disabilities 


For more information about Microsoft products and services for people 
with disabilities, contact: 


Microsoft Sales Information Center Voice telephone: (800) 426-9400 
One Microsoft Way Text telephone: (800) 892-5234 
Redmond, WA 98052-6399 Fax: (206) 635-6100 


The Trace R&D Center at the University of Wisconsin-Madison 
produces a book and a compact disc that describe products that help 
people with disabilities use computers. The book, titled Trace Resource 
Book, provides descriptions and photographs of about 2000 products. 
The compact disc, titled CO-NET CD, provides a database of more than 
18,000 products and other information for people with disabilities. It is 
issued twice a year. To obtain these directories, contact: 


Trace R&D Center Voice telephone: (608) 263-2309 
S-151 Waisman Center Text telephone: (608) 263-5408 
1500 Highland Avenue Fax: (608) 262-8848 


Madison, WI 53705-2280 


For general information and recommendations about how computers can 
help specific individuals, consult a trained evaluator who can best match 
the individual’s needs with available solutions. An assistive technology 
program in your area will provide referrals to programs and services that 
are available to you. To locate the assistive technology program nearest 
you, you can contact: 


National Information System (NIS) —_ Voice/text telephone: 
Center for Developmental Disabilities (803) 777-4435 
Benson Bldg. Fax: (803) 777-6058 
University of South Carolina, 

Columbia, SC 29208 
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Troubleshooting 


This section is designed to help if you encounter problems when using 
Windows 95. 


Using Help troubleshooters 


To use a troubleshooter, look up “Troubleshooting” in the Help 
Contents, and then follow the step-by-step instructions to resolve the 
problem. The following topics are covered in Help troubleshooters. 


e If you have trouble printing e If you run out of memory 

e If you need more disk space e If you have a hardware conflict 

e If you have trouble running e If you have trouble using the 
MS-DOS programs network 

e If you have trouble using your e If you have trouble using 
modem Dial-Up Networking 

e If you have trouble using Direct e If you have trouble using a 
Cable Connection PC card (PCMCIA) 

e If you have trouble starting 
Windows 


Bypassing your startup files 


If you need to, you can start your computer without loading certain 
components. This is most useful when you are experiencing problems 
starting Windows. 


To start your computer in troubleshooting mode 


> 1. Start or restart your computer. After your computer starts, 
Windows displays the following text: 


Starting Windows 95... 


> 2 While the text is on your screen, press and release the F8 key. 
Windows displays a menu. 


> 3 Type the number for the option you want, or use the 
DOWN ARROW key to select it, and then press ENTER. 
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The following table explains each of the choices you might see when you 
press F8 at startup. 


Command What it does 
Normal Starts Windows normally. 
Logged (BOOTLOG.TXT) Starts Windows normally, but creates a 


text file called Bootlog.txt located in 
your root directory (top-level folder on 
drive C). This file contains information 
about which files loaded correctly. 


Safe mode Starts Windows with a basic 
configuration instead of your usual 
configuration. Some parts of your system 
might not work as they usually do. After 
Windows starts, you can then make 
changes and restart your computer. 


Safe mode with network support Starts Windows with a basic 
configuration but includes network 
capabilities. 

Step-by-step confirmation Starts your computer, displaying each 


startup step followed by a prompt. To 
carry out the current command, press 
ENTER. To bypass that command, press 
ESC. This option enables you to load only 
those components you want. 


Command prompt only Starts your computer normally, but does 
not start the Windows interface. You can 
start Windows by typing win. 


Safe mode command prompt only Starts your computer with a basic 
configuration instead of your usual 
configuration, and does not start the 
Windows interface. 


Previous version of MS-DOS Starts MS-DOS, using files that were 
backed up during Windows Setup. The 
version of MS-DOS depends on what 
version you were running before 
installing Windows 95. 
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Restoring the registry 


If your registry becomes corrupted, you can restore it by using the 
following procedure. Restoring the registry will replace it with a copy 
of the registry as it was the last time you successfully started your 
computer. 


To restore the registry 


> | Start or restart your computer. After your computer starts, 
Windows displays the following text: 
Starting Windows 95... 


> 2 While the text is on your screen, press and release the F8 key. 
A menu appears. 3 


> 3 Choose the Command Prompt Only option. 

> 4 Atthe command prompt, change to your Windows 
directory. For example, if your Windows directory is 
C:\Windows, you would type the following: 
cd c:\windows 

> 5 Type the following commands, pressing ENTER after 
each one. (Note that System.da0 and User.da0 contain 
the number zero.) 
attrib -h -r -s system.dat 
attrib -h -r -s system.da0 
attrib -h -r -s user.dat 
attrib -h -r -s user.da0 


> OI you want to contact product support, type the following 
to create files you can refer to: 


copy system.dat system.bak 
copy user.dat user.bak 


> 7 Then type: 


copy system.da0 system.dat 
copy user.da0 user.dat 


> 8 Restart your computer. 
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Running MS-DOS programs when you use DriveSpace 


The DriveSpace disk-compression program may use memory needed to 
run certain MS-DOS-based programs. To increase available memory for 
your program, you can start your computer by using the Step-By-Step 
Confirmation option, and choose not to load DriveSpace and only load 
the devices and files needed to run your program. 


For more information about doing this, look up “MS-DOS programs, 
troubleshooting” in the Help Index. 


Note The program and any files needed to run it must be on a host 
(uncompressed) drive. When you choose not to load DriveSpace, you 
cannot load any files from a compressed drive — you will get a message 
that the file is corrupted or cannot be found. See your program’s 
documentation to find out what files are required. 


For more troubleshooting information 


If you have trouble setting up Windows 95, see the Setup.txt file that 
comes with Windows. If you have other trouble, see the Readme.txt 
online document for a list of other readme files you can find information 
in. 
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using Dial-Up Networking 56-57 
Accessing the Internet 58 
Accessories, where to find 67 
Adapter, setting up 46—47 
Add New Hardware wizard 36 
Add Printer wizard 32 
Add/Remove Programs 35 
Adding 

network software 46-47 

new folders 26 

new hardware 36 

new software 35 

printers 32-33 

shared resources 52-54 

shortcuts 
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to the Internet 58 
to your office computer, from home or on the road 56—57 
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Deaf and hard-of-hearing, support services for 78 
Definitions of items on the screen, displaying 12 
Defragmenting disks 63 
Deleted files, retrieving or removing from the Recycle Bin 25 
Deleting 
files or folders 25 
information in documents 28 
Desktop 
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troubleshooting 82 
Dial-Up Networking, setting up 56-57 
Dialing problems, troubleshooting 82 
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Disk space 
for deleted files in the Recycle Bin 25 
increasing by compressing data 63 
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Document file type, changing 31 





Document icons, illustrated 21 
Document path, specifying 16 
Documentation on audio cassettes and floppy disks 80 
Documents 
accessing shared documents 55 
backing up 62 
controlling access to 50 
copying 
by dragging 38 
by using the Edit menu 24 
by using the right mouse button 37 
to a floppy disk 27 
copying information in 28-29 
creating in WordPad 67 
deleting 25 
finding 13 
moving 
by dragging 38 
by using the Edit menu 24 
by using the right mouse button 37 
moving information in 28-29 
naming 30 
opening 
by using My Computer 21 
by using shortcuts 39 
by using the Documents menu 9 
by using the Run command 15 
by using Windows Explorer 22 
from within a program 8 
printing 34 
saving 30-31 
selecting information in 28 
sharing 50-52 
shortcuts to, creating 39 
synchronizing versions of 66 
Documents command on the Start menu, using 9 
Double-click, defined 70 
Downloading Windows components 68 
Dragging 
copying or moving files and folders 38 
defined 71 
Drawing tools 67 
Drive letters, mapping to network resources 55 
Drives 
checking for errors 62 
compressing 63 
defragmenting files on 63 
saving files on a different drive 31 
sharing 52 
shortcuts to, creating 39 
viewing the contents of 20—22 
DriveSpace, using 63, 85 


index 


E 


E-mail, exchanging 

by using Microsoft Exchange 64 

by using The Microsoft Network 65 
Editors 

for pictures 67 

for short documents 67 
Efficient use of Windows 37-41 
Electronic mail messages, exchanging 

by using Microsoft Exchange 64 

by using The Microsoft Network 65 
Ending programs 6 
Enlarging windows to full size 72 
Entire Network icon, using 45 
Erasing 

files or folders 25 

information in documents 28 
Exchanging messages over a network 

electronic mail 64, 65 

faxes 64 
Explanations of items on the screen, displaying 12 
Explorer See Windows Explorer 


- 


Faxes, sending and receiving 64 
File icons in folders 
changing the way icons are displayed 23 
described 21 
File information, viewing 23 
File Manager, Windows 95 equivalent ix 
File path, specifying 16 
File type, changing 31 
Files 
See also Documents 
checking for errors 62 
Find command, using 13 
Find tab in Help, using 12 
Finding 
computers 13 
documents or folders 13 
Help topics 11-12 
programs 13 
Fixing disk errors 62 
Floppy disks 
compressing 63 
copying files to 27 
obtaining Microsoft documentation on 80 
saving files on 31 
viewing the contents of 20 
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Folder icons, illustrated 21 
Folder windows, working with 23 
Folders 
accessing shared folders 55 
checking for errors 62 
controlling access to 50 
copying 
by dragging 38 
by using the Edit menu 24 
by using the right mouse button 37 
creating 26 
deleting 25 
described 21 
finding 13 
moving 
by dragging 38 
by using the Edit menu 24 
by using the right mouse button 37 
navigating through 20—23 
opening 
by using My Computer 21 
by using Network Neighborhood 55 
by using shortcuts 39 
by using the Run command 15 
by using Windows Explorer 22 
previous folder, going back to 23 
saving files in 31 
sharing 50-52 
shortcuts to, creating 39 
viewing the hierarchy of 22 
Fragmentation of files, eliminating 63 
Full path, specifying 16 
Full-text search 12 


G 


Games 
playing Windows games 60 
running MS-DOS programs on a DriveSpace 
compressed drive 85 
Glossary 70 
Green text in Help topics 11 
Groups, appearing as folders ix, 5 


H 


Hard disk See Drives 
Hard-of-hearing, support services for 78 
Hardware 
changing hardware settings 14 
installing 36 
troubleshooting 82 


Help troubleshooters, using 82 
Help, online 10-12 

Hidden window, switching to 7 
Hierarchy of folders, viewing 22 
Highlighting See Selecting 
HyperTerminal, using 65 


Icons 
for disk drives, defined 20 
for files and folders 
changing the display of 23 
defined 21 
Identifying your computer on the network 48-49 
Inbox for Microsoft Exchange 64 
Index tab in Help, using to look up topics 11 
Installing 
hardware 36 
network software 46—47 
printers 32-33 
software 35, 68 
Windows 95 xiv—xv 
Windows components 68 
Internet, connecting to 58 


K 


Keyboard shortcuts 75-77 


L 


LAN Manager 48 

Laptop computer See Portable computer 

Links to documents and programs See Shortcuts 
Listing files and folders 22, 23 

Locating See Finding 

Location of files, specifying in the path 16 
Logging on to Windows or your network 2 
Long filenames 16 

Looking up topics in Help 11-12 


Mail messages, exchanging 

by using Microsoft Exchange 64 

by using The Microsoft Network 65 
Mapping drive letters to network resources 55 
Maximizing windows 72 
Media Player, using 60 
Memory, troubleshooting 82 





Messages, exchanging over a network 
electronic mail 64, 65 
faxes 64 
Microsoft Exchange, using 64 
Microsoft Fax, using 64 
Microsoft LAN Manager 48 
Microsoft Network (MSN) 65 
Microsoft Sales Information Center 81 
Microsoft support services for people with disabilities 78-81 
Microsoft Windows 95 Resource Kit vii 
Microsoft Windows for Workgroups 48 
Microsoft Windows NT 48 
Microsoft WinNews vii 
Minimizing windows 72 
Modems 
using with Dial-Up Networking 56-57 
using with HyperTerminal 65 
using with Microsoft Fax 64 
using with The Microsoft Network 65 
Monitor, protecting by using a screen saver 61 
Motion impairment, support services for 78 
Mouse skills 70 
Moving 
files or folders 
by dragging 38 
by using the Edit menu 24 
by using the right mouse button 37 
information in documents 28-29 
the mouse 70 
the taskbar 71 
windows 73 
MS-DOS path, specifying 16 
MS-DOS programs, running on a DriveSpace 
compressed drive 85 
MS-DOS Prompt, starting x 
MS-DOS window, opening x 
MSN (The Microsoft Network) 65 
Multimedia devices, installing 36 
Multimedia features, using 60 
Multiple items, selecting 27 
My Computer 
changing the way items are displayed 23 
copying files to a floppy disk 27 
creating new folders 26 
creating shortcuts to documents and programs 39 
deleting files or folders 25 
described viii 
going back to the previous folder 23 
keyboard shortcuts 75, 76 
moving or copying files or folders 24 
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My Computer (continued) 
opening disk-drive icons 21 
opening documents 21 
seeing what’s on your computer 20-21 
starting programs 21 


N 


Naming 
documents 30 
your computer 49 
National Information System (NIS) 81 
NetWare servers 
connecting to 48 
viewing on the network 45 
Network adapter, setting up 46-47 
Network clients, described 48 
Network file and print sharing See Sharing resources 
over a network 
Network logon 2 
Network Neighborhood 
described. viii 
opening shared folders 55 
viewing computers in your workgroup 45 
Network printers 
setting up 32-33 
using 55 
Network protocol, defined 48 
Network security, setting up 50 
Network service, defined 48 
Network setup 46-48 
Networks 
accessing 
mapping drive letters to network resources 55 
opening shared folders 55 
printing from shared printers 55 
using Dial-Up Networking 56-57 
using HyperTerminal 65 
using Microsoft Exchange 64 
using The Microsoft Network 65 
changing network settings 14 
how to tell if your computer is set up for networking 46 
logging on to 2 
overview of using 44 
viewing computers and resources on 45 
New document, saving 30 
New features in Windows 95 xii 
New folder, creating 26 
NIS See National Information System 
Notebook computer See Portable computer 
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Novell NetWare servers 
connecting to 48 
viewing on the network 45 


0 


Online Help, using 10-12 
Online services 
accessing by using HyperTerminal 65 
accessing by using Microsoft Exchange 64 
accessing by using The Microsoft Network 65 
Online tour of Windows 95 vii 
Opening 
Control Panel 14 
documents 
by using My Computer 21 
by using shortcuts 39 
by using the Documents menu 9 
by using the Run command 15 
by using Windows Explorer 22 
from within a program 8 
Entire Network 45 
folders 
by using My Computer 21 
by using Network Neighborhood 55 
by using shortcuts 39 
by using the Run command 15 
by using Windows Explorer 22 
MS-DOS windows x 
My Computer 20 
Network Neighborhood 45 
programs 


automatically when Windows starts 40-41 


by using My Computer 21 
by using shortcuts 39 
by using the Programs menu 5 
by using the Run command 15 
by using the Start menu 41 
by using Windows Explorer 22 
Windows Explorer 22 
Optimizing your computer 63 
Option boxes See Dialog boxes 


p 


Paint, using 67 
Parts of a window, getting Help on 12 
Password 
logging on to Windows without using 2 
using to log on to Windows 2 
using to protect shared resources 50 


Paste command 
copying or moving files and folders 24, 37 
copying or moving information in documents 29 
Path, how to specify 16 
Patterns, displaying in the background 61 
PC card (PCMCIA), troubleshooting 82 
Permission to use your shared resources, granting 50 
Personalizing Windows See Customizing Windows 
Phone numbers See Telephone numbers 
Pictures, displaying in the background 61 
Playing 
games 60 
multimedia files and CDs 60 
Pointers to documents and programs See Shortcuts 
Pointing with the mouse 70 
Pop-up explanations, displaying 12 
Portable computer 


connecting to another computer by using a modem 66 


setting up Windows for xv 

using with Briefcase 66 

using with Dial-Up Networking 56 
Power, turning off your computer 17 
Print jobs, managing 33 
Print Manager, Windows 95 equivalent x 
Printers 

checking for printers already set up 32 

controlling access to 50 

creating shortcuts to 39 

setting up 32-33 

sharing 53-54 

troubleshooting 34 

using shared printers 55 
Printers folder 

adding printers to 32-33 

described 20 

viewing documents waiting to print 33 
Printing 

documents 34 

managing documents waiting to print 33 

troubleshooting 34 

using shared printers 55 
Program groups, appearing as folders ix, 5 
Program Manager, Windows 95 equivalent ix 
Programs 

adding to the Start menu 41 

adding to the StartUp folder 40-41 

finding 13 

how programs get on the Programs menu 6 

installing 35, 68 

quitting 6 

running MS-DOS programs on a DriveSpace 

compressed drive 85 





Programs (continued) 
starting 
automatically when Windows starts 40-41 
by using My Computer 21 
by using shortcuts 39 
by using the Programs menu 5 
by using the Run command 15 
by using the Start menu 41 
by using Windows Explorer 22 
switching between 7 
Programs menu 
adding programs to 41 
described 6 
starting programs from 5 
Properties dialog boxes See Dialog boxes 
Property sheets See Dialog boxes 
Protecting 
shared folders and printers 50 
your computer screen 61 
Protocol, defined 48 


Q 


Question-mark button, using to get Help 12 
Quitting 

programs 6 

Windows 17 


R 


Readme files 85 
Rearranging open windows 7 
Recording for the Blind, Inc. 80 
Recycle Bin viii, 25 
Reducing windows 72 
Registry, restoring 84 
Removing 
files or folders 25 
information in documents 28 
Repairing disk errors 62 
Resizing windows 72 
Resource Kit for Microsoft Windows 95 vii 
Restarting your computer in troubleshooting mode 82-83 
Restoring a window to its previous size 72 
Restoring the registry 84 
Restricting access to your computer 50 
Retrieving deleted files 25 
Right-click, defined 70 
Right mouse button 
using to copy or move files 37 
using to display shortcut menus 70 
using to get Help information 12 


index 


Run command, using 15 
Running programs 
automatically when Windows starts 40-41 
by using My Computer 21 
by using shortcuts 39 
by using the Programs menu 5 
by using the Run command 15 
by using the Start menu 41 
by using Windows Explorer 22 
trouble running MS-DOS programs 82, 85 


S 


Safe mode, starting your computer in 83 
Saving 
backup files 62 
changes to an existing document 30 
copies of files on floppy disks 27 
new documents 30-31 
ScanDisk, using 62 
Screen 
customizing colors and background of 61 
getting Help on individual window items 12 
items on the screen when Windows starts viii 
Screen savers 61 
Scrolling 74 
Searching for See Finding 
Security for shared folders and printers 50 
Selecting 
information in a document 28 
multiple items in a window 27 
Send To command 27 
Service software, defined 48 
Setting up 
access control for shared resources 50 
Dial-Up Networking 56-57 
hardware 36 
network software 46—47 
printers 32—33 
software 35, 68 
Windows 95 xiv—xv 
Windows components 68 
your computer, to use a network 46—49 
Settings for the system, changing 14 
Setup command, using xiv, xv 
Shape of windows, changing 72 
Share-level access control, setting up 50 
Sharing resources over a network 
See also Network setup 
controlling access to shared resources 50 
opening shared folders 55 
overview 44 
printing from shared printers 55 
sharing folders 50—52 
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Sharing resources over a network (continued) 
sharing printers 53-54 
viewing shared resources 45 
Shortcut menus, displaying 70 
Shortcuts 
adding to the StartUp folder 40-41 
placing on the desktop 39 
Shutting down your computer 17 
Sight impairment, support services for 80 
Size 
of file and folder icons, changing 23 
of windows, changing 72 
Software, installing 35, 68 
Solitaire card game 60 
Sound and animation 60 
Sound cards, installing 36 
Sound Recorder, using 60 
Space on disks 
for deleted files 25 
increasing by compressing data 63 
Speeding up system performance 63 
Speeding up your work 37-41 
Start button 
adding programs to the Start menu 41 
changing system settings 14 
finding files or folders 13 
getting Help information 10 
opening documents from the Documents menu 9 
overview of 3 
setting up Dial-Up Networking 57 
shutting down your computer 17 
starting 
Control Panel 14 
MS-DOS Prompt x 
programs 5, 15 
Windows Explorer 22 
Start menu 
adding programs to 41 
overview of commands on 3 
Starting 
Control Panel 14 
MS-DOS Prompt x 
programs 
automatically when Windows starts 40-41 
by using My Computer 21 
by using shortcuts 39 
by using the Programs menu 5 
by using the Run command 15 
by using the Start menu 41 
by using Windows Explorer 22 





Starting (continued) 

Windows (logging on) 2 

Windows Explorer 22 

your computer, in troubleshooting mode 82—83 
Startup files, bypassing 82-83 
StartUp folder 

adding programs to 40-41 

described 6 
Switching between windows or running programs 7 
Synchronizing versions of files on two computers 66 
System 

changing system settings 14 

improving the performance of 63 

maintaining 62 

shutting down 17 

troubleshooting 82-85 
System tools 62-63 


t 


Taskbar 
buttons appearing when programs start 5 
described 2, 4 
moving 71 
reducing windows to taskbar buttons 72 
switching between programs 7 

TDD (text telephone) service 78 

Telephone numbers 
Microsoft Sales Information Center 81 
National Information System (NIS) 81 
Recording for the Blind, Inc. 80 
text telephone (TT or TDD) service 78 
Trace R&D Center 81 

Text 
copying, moving, or deleting 28 
creating and editing by using WordPad 67 
scrolling 74 
selecting ina document 28 

Text telephone (TT or TDD) service 78 

The Microsoft Network (MSN) 65 

Toolbars 
displaying in folder windows 23 
using to perform tasks quickly 73 

Topics in Help, how to access 10-12 

Tour of Windows 95, online vii 

Trace R&D Center 81 

Tree of folders, viewing 22 


Troubleshooting 
bypassing startup files 82-83 
printing problems 34 
restoring the registry 84 
running MS-DOS programs on a DriveSpace 
compressed drive 85 
using Help troubleshooters 82 
TT (text telephone) service 78 
Turning off your computer 17 


U 


Underlined text in Help topics 11 

Updating files on two computers 66 

Upgrading from an earlier version of Windows xiv 
User-level access control, setting up 50 


V 
Viewing 
animations 60 
computers in the entire network 45 
computers in your workgroup 45 
documents waiting to print 33 
hierarchy of folders 22 
My Computer, contents of 20-21 
previous folder 23 
printers that have been set up 32 
resources shared over a network 45 
toolbars 23, 73 
Windows Explorer, contents of 22 
Vision impairment, support services for 80 


W 


Wallpaper, displaying 61 

Window 
changing the size of 72 
closing xi 
Help on parts of a window, displaying 12 
moving 73 
MS-DOS window, opening x 
represented by a button on the taskbar 4 
scrolling information in 74 
switching between windows 7 
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Windows 95 operating system 
changing Windows settings 14 
differences from Windows version 3.1 ix—xii 
information about, where to find vi—vii 
logging on to 2 
- new features xii 
quitting 17 
setting up xiv—xv 
troubleshooting 82-85 
using efficiently 37-41 
Windows accessibility features 78-79 
Windows components, installing 68 
Windows Explorer 
Keyboard shortcuts 75, 76 
using 22 
Windows for Workgroups 48 
Windows keyboard shortcuts 75 
Windows NT 48 
Windows version 3.1 
how Windows 95 differs from ix—xii 
upgrading from xiv 
WinNews vii 
Word processing 67 
WordPad, using 67 
Workgroup, viewing computers in 45 
Writing short documents 67 


X 


X button 
using to close windows xi 
using to quit programs 6 
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Microsoft Windows 95 Supplemental Offers 


Your Microsofte Windowse 95 package may not include the disk size you need. If your system requires 5.25" 
high-density disks, or you would like to order a supplemental disk set, please complete this order form and send it 
to the address below or contact your local Microsoft subsidiary. 


PLEASE NOTE: The 5.25" supplemental disks for Windows 95 are limited to one set total, and the CD- 
ROM Extras and Schedule+ offer are limited to one set each; some require proof of purchase. 





Supplemental Disk Sets (available direct from Microsoft) 

¢ 5.25" high-density disks of Microsoft Windows 95 upgrade (freight and tax charges only, plus a copy of 
your dated sales receipt for your Windows 95 upgrade) 
OR 
5.25" high-density disks of Microsoft Windows 95 (freight and tax charges only, plus a copy of your dated 
sales receipt for Windows 95) 

¢ CD-ROM Extras for Microsoft Windows 95 upgrade, on 3.5"' high-density disks ($9.95 U.S./$14.95 CDN, 
plus applicable freight and tax; no proof of purchase necessary). For people who have Windows 95 on 3.5" 
disks and want the additional items that are on the CD-ROM disc. 

Supplemental Product Offer (available direct from Microsoft) 

¢ Microsoft Schedule+ for Windows 95, on 3.5"' high-density disks (freight and tax charges only, plus a copy 
of your dated sales receipt or the title page of your User’s Guide for Windowse for Workgroups). Schedule+ 
version 1.0 users installing the Microsoft Exchange client of Microsoft Windows 95 will need to acquire 
Microsoft Schedule+ for Windows 95 to take advantage of the Schedule+ workgroup features. 


1. Please enclose: 

e Completed original order form. No photocopies or facsimiles, please. 
e Payment and/or freight and tax charges in U.S. or Canadian funds. 

e Proof of purchase, as indicated above. 


2. Print your name, shipping address, and phone number: 


Name 


Company name 
(if company licenses product) 


Shipping address 
City State/Province ZIP/Postal code 


Daytime phone ( ) 


(in case we have a question about your order) 


3. Please check items (limit one each) you are ordering from Microsoft: 


Supplemental Disk Sets 
1) 5.25" high-density disks of Windows 95 upgrade, Kit No. 050-030-904 
($5.00 U.S./$7.50 CDN freight charge plus applicable sales tax; include proof of purchase as indicated above) 
OR 
5.25" high-density disks of Windows 95, Kit No. 050-030-905 
($5.00 U.S./$7.50 CDN freight charge plus applicable sales tax; include proof of purchase as indicated above) 
LJ CD-ROM Extras for Windows 95 upgrade, on 3.5" high-density disks, Kit No. 050-031-875 
($9.95 U.S./$14.95 CDN, plus $5.00 U.S./$7.50 CDN freight and applicable sales tax) 


Supplemental Product Offer 


QO) Microsoft Schedule+ for Windows 95, on 3.5" high-density disks, Kit No. 061-054v700 
($5.00 U.S./$7.50 CDN freight charge plus applicable sales tax; include proof of purchase as indicated above) 


Microsoft 











4. Calculate your total cost and indicate method of payment: 





Cost (for CD-ROM Extras only—see section 3) $ 
Freight (total from section 3) $ 
U.S. sales tax* (multiply cost and freight by the sales tax rate) $ 
Canadian GST™* (multiply freight by 7%; for CD-ROM Extras only, multiply cost and freight $ 
by 7%) 

Canadian PST** (multiply freight by PST; for CD-ROM Extras only, multiply cost and $ 
freight by PST) 

Total cost $ 


*In the U.S., add the applicable tax in the following states: AR, AZ, CA, CO, CT, DC, FL, GA, HI, IA, ID, IL, IN, KS, KY, LA, MA, MD, ME, MI, MN, MO, MS, 
NC, ND, NE, NJ, NM, NV, NY, OH, OK, PA, RI, SC, SD, TN, TX, UT, VA, VT, WA, WI, WV, and WY. In Canada, Microsoft's GST Rebate No. is 
R135625069. Microsoft reserves the right to correct tax rates and/or collect the sales tax assessed by additional states/provinces as required by law, without notice. 


**Provincial sales tax is only applicable to British Columbia (7%) and Ontario (8%). 


Payment method: Do not send cash or purchase orders. Make checks payable to Microsoft. 
L.} Check/money order LJ VISA (3 or 16 numbers) 
LJ MasterCard (16 numbers) LJ American Express (15 numbers) 


Credit card or check number: 


Lee Sa SD Be ee Ns ee 
Expiration date 


Cardholder’s signature 


5. Please send all items to: 


In the United States: In Canada: 

Microsoft Windows 95 Supplemental Disk Sets Microsoft Canada Order Centre 
P.O. Box 958 P.O. Box 643 

Buffalo, NY 14207-0958 Fort Erie, ON L2A 6M1 


If you have any questions about this offer, call the Microsoft Supplemental Order Center at (800) 360-7561 (in the United States) or (800) 563-9048 (in Canada) before 
returning this coupon. Customers who are deaf or hard of hearing can reach Microsoft text telephone (TT/TDD) services by calling (800) 718-1599 (in the United States) 
or (905) 568-9641 (in Canada). 


Allow 2 to 4 weeks for delivery upon as i of the order coupon by Microsoft. Offer good while supplies last. The 
5.25" supplemental disks for Windows 95 are limited to one set total, and the CD-ROM Extras and 
Schedule+ offer are limited to one set each; some require pe of purchase. Offer Sigil only in the 
50 United States and Canada. This coupon is not eaniferable Only original forms will be accepted. 


Microsoft and Windows are either registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. G 
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Microsoft Support Network 





The Microsoft Support Network offers high-quality technical support 
options ranging from no-cost and low-cost electronic information ser- 
vices (available 24 hours a day, 7 days a week) to annual support plans 
and CD-ROM subscription programs. For more information on technical 
support, check your product manual and online Help (press F1). 


Microsoft Support 


¢ Microsoft FastTips for Windows 95: (800) 936-4200 on a touch-tone 
telephone. Receive automated answers to common technical prob- 
lems and access popular articles from the Microsoft Knowledge Base, 
all delivered by recording or fax. 


¢ For all issues except networking issues,* Microsoft offers Standard 
support for 90 days after your first call to a support engineer. The 
Standard support phone number is located at the bottom of this card. 
In the United States, Standard support is available Monday through 
Friday, 6:00 a.m. to 6:00 p.m. Pacific time, excluding holidays. In 
Canada, support is available Monday through Friday from 8:00 a.m. 
to 8:00 p.m. eastern time, excluding holidays. 


* Networking issues are defined as setup, configuration, or usage of 
Windows 95 in a networked environment. This includes, but is not 
restricted to, the following: setting up a PC to be used in a networked 
environment, network administration, dialing in to a computer, con- 
necting to the Internet via a service provider, and using e-mail or fax 
from within Windows 95. For fee-based support information, see the 
“Priority Support” section in the Windows 95 User’s Guide. 


¢ The Microsoft Support Network also offers per-incident and annual 
support plans. For more information, in the United States call (800) 
936-3500. In Canada call (800) 668-7975. Customers who are deaf 
or hard of hearing, using a TT/TDD modem, can dial (206) 635-4948 
(United States) or (905) 568-9641 (Canada). Please note that 
technical support is not available through these sales numbers. 
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Save your Product Identification number for reference. 


Having your Product Identification number on hand when you call 

Microsoft for technical support will help us serve you faster. 

1. Find your Product Identification number on the back page of your 
manual, on your license agreement, or by selecting “About...” 
from the online Help menu. 


2. Write your Product Identification number in the space provided 
below. 


3. If you cannot locate your Product Identification number, a Service 
Representative will assist you in locating your number when you 
call Microsoft for technical support. 


Additional Windows 95 Support Offerings 


To enhance and complement Microsoft’s own support offerings listed 
above, telephone support is available from a team of five companies 
selected by Microsoft to support Windows 95. This Launch Support 
Team offers a wide range of support options including per incident, 
fee-based options as well as 24-hour-a-day, 7-day-a-week coverage in 
both the U.S. and Canada. All of these companies accept all major 
credit cards. 





Windows 95 Technical Support from the Launch Support Team 


Per Incident Fee Based Support | Information on additional 
24 hours a day, 7 days aweek | support and service offerings 
Monday-Friday 


DIGITAL 1-800-430-5411 1-800-888-4234, x95 
- 800-267-5251 (Canada) 


1-800-661-7934 (Canada) 







Product name Windows 95 


Services available in the United States and Canada only; in other locations, contact your local Microsoft subsidiary for information. The Microsoft Support Network is subject to Microsoft's then-current prices, 


terms, and conditions and is subject to change without notice. 
© 1995 Microsoft Corporation. All rights reserved. 


Microsoft and Windows are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. 
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So do we. 


You're our most important partner. 
And when you send in your address, we'll back you with: 





Microsoft. Satisfaction Guarantee Access to Microsoft technical support 


Every Microsoft customer See the back side of this card for information 
receives a 30-day Satisfaction about support plans available for this product. 
Guarantee. If you are not 
completely satisfied with this 


EY By 
= Nitetce ster exaas 


Notification and special pricing of 
product within 30 days from Microsoft products 

the date of purchase, return Registered customers are among the first to 
it for a full refund. Registration of this product hear about new products. Furthermore, you'll 
is not necessary to receive your refund.* enjoy special savings on version upgrades for 
products you currently use. 





Good in the U.S. and Canada only. 


Customer service when you need it 
Introducing The Microsoft Network If you need more information about Microsoft 


MSN The Microsoft Network msn products or warranties: 
@ 


Is Microsott's new online ser ¢ In the United States, call the Microsoft Sales 
vice offering you easy access to the Internet, Inf tion Center at (800) 426-9400: 
electronic mail, headline news, bulletin boards, nformation Center at (800) 426-9400; cus- 
and more. Using MSN, you can get product tomers who are deaf or hard of hearing, call 


information and services directly from Microsoft. Microsoft text telephone (TT/TDD) services at 
To learn more, click The Microsoft Network (800) 892-5234. 


icon on your Windows- 95 operating system e In Canada, call the Microsoft Canada Informa- 
desktop. tion Centre at (800) 563-9048; customers 
who are deaf or hard of hearing, call Microsoft 
Canada Telecommunications Device for the 
Deaf (TDD) at (905) 568-9641. 








As soon as we get your registration card, we'll enter you in our exciting monthly sweepstakes. You pick the 
prize: a trip to The Westin Maui for two, or the Walt Disney World Swan in Orlando for four. Both include 
round-trip airfare on United Airlines, plus three nights and four days at a luxurious Westin. So send in your 
card today! (See sweepstakes rules for details.**) 


W UNITED AIRLINES WESTIN 


HOTELS & RESORTS 





* Offer valid in the 50 United States and Canada only. 


In the United States: 

To receive your money back, simply return the entire product with the original dated sales receipt to the retailer from whom you acquired it, or send these items, via traceable means, to Microsoft Returns Department, Attention: Satisfaction 
Guarantee, 21919 - 20th Avenue SE, Bothell, WA 98021. Your refund will include the amount you paid for the product plus any sales tax, but will not include your cost of shipping the product to Microsoft if you choose to do so. Individual retailers’ 
return policies may vary. 


In Canada: 
To receive your money back, simply return the entire product with the original dated sales receipt to the retailer from whom you acquired it, or send these items, via traceable means, to Microsoft Canada Order Centre, 6150 Don Murie Street, Unit 
2, Niagara Falls, Ontario L2E 6X8. Your refund will include the amount you paid for the product plus any sales tax, but will not include your cost of shipping the product to Microsoft if you choose to do so. Individual retailers’ return policies may vary. 


** Sweepstakes Rules and Regulations: 
Offer good in the 50 United States and Canada only. Twelve prizes will be awarded, one per month, beginning August 15, 1995, and ending July 15, 1996, under the supervision of ALCONE SIMS O’BRIEN INC. Winners will be chosen by a random 
draw on the 15th of each month from the entries received in the calendar month preceding each drawing. Nonwinning entries for each drawing will be discarded and will have no further chance to win. Entry for each drawing is limited to one entry for 
each product registration form obtained with each Microsoft product acquired. Or, you may enter once per drawing by printing your full name, address, and telephone number on a 3" x 5" card and mailing it to MICROSOFT SWEEPSTAKES, P.O. Box 
5106, E! Toro, CA 92630. No purchase necessary to win. Odds of winning depend on the number of entries received for each drawing. Sweepstakes is open to residents of the United States and Canada who are over 18 years of age. Employees 
and immediate families of employees of Microsoft Corporation, its affiliates, subsidiaries, agencies, and ALCONE SIMS O’BRIEN INC. are not eligible. Winners will be notified by mail. To comply with Canadian law, Canadian winners will be required 
to answer a mathematical skill-testing question, administered by mail. Offer void where prohibited by law. All federal, state, local, and provincial laws apply. Taxes, if any, are the sole responsibility of the prize winner. Decisions of the judges are final 
and binding. Prior to departure, winners and their guests will be required to sign a form of release, releasing Microsoft Corporation and Microsoft Canada, Inc. from any liability with respect to the trip. All entries become the property of Microsoft 
Corporation and will not be returned. Each winner consents to the use of his or her name, address, and photograph in any publicity carried out by Microsoft Corporation, Microsoft Canada, Inc., and their agencies. For the names of winners, available 
90 days after the last sweepstakes drawing, send a stamped, self-addressed envelope to: Winners List c/o MICROSOFT SWEEPSTAKES, P.O. Box 5106, EI Toro, CA 92630. Any dispute or claim relating to this promotion and originating in the 
Province of Quebec may be referred to the Regie des loteries et courses du Quebec. Approximate value of each drawing is U.S. $1,500.00 to U.S. $2,000.00, depending on winner’s point of departure. Sweepstakes expires June 30, 1996. 
Registration card or 3" x 5" card must be received by June 30, 1996. Winner cannot transfer prize. Prize is not redeemable for cash. 


Prize Inclusions and Restrictions: 

Winners will receive via mail Roundtrip Travel Certificates for coach airfare on United Airlines to Maui for two persons (or to Orlando for four persons) from a United Airlines—/United Express—served city in the 48 contiguous United States or Canada, 
and authorization for accommodation for three nights for two persons at The Westin Maui, or for four persons at the Walt Disney World Swan in Orlando. Reservations with United Airlines must be made at least 14 days prior to planned travel date. 
Roundtrip Travel Certificates cannot be redeemed at travel agencies, but rather at a United Airlines ticket counter or office. Roundtrip Travel Certificates are nontransferable, nonrefundable, not extendible, and not combinable. Roundtrip Travel 
Certificates are valid only on scheduled United Airlines—/United Express—operated flights. Roundtrip Travel Certificates are not commissionable. Travel taken, using a travel certificate, is not eligible for Mileage Plus credit. Roundtrip Travel Certificates 
and tickets issued against them will be good for travel for one year from date of issue or through July 30, 1997, whichever occurs first. Prizes do not include food, departure taxes, insurance, transportation to and from the airport, and other personal 
or incidental expenses. Hotel accommodation includes one standard room; all taxes, service charges, service fees, food and beverage, and other incidental charges are the responsibility of the registered guest. Reservations must be made in 
advance and as outlined on the award certificate provided. Stays subject to availability and blackout dates may apply. Prize is nontransferable and no prize substitutions or cash alternatives will be provided. The hotel award certificate will be valid for 
stays completed within one year from date of issuance or through July 30, 1997, whichever occurs first. 


if you have a modem, you can register online during product installation. 
it is not necessary to send in this registration card if you choose to register online. 
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- This product is licensed by (Check one only): (17) | am registering this product for: (1) 
SLL Le a DEE DE NT AE LB DR oS TE ER DP WE RES EE LL a NE ae LT RE ea DE a Ne nee SR a oN EN a Re 
| _) Myself (please fill in your name and home address) = 
My company (please fill in your name, company name, and company address) First name Middle initial Last name 
LJ My home-based business (please fill in your name, company name, and company address) 
Company name (only if company licenses product) Title Dept./Section 
First name Middle initial Last name Mailing address Suite/Apartment/Mailstop# 





Company name (only if company licenses product) Additional address information 


City Province — Postal code 


( ) 


E-mail address (Internet standard, e.g., johnsmith@business.com) (Area code) Phone number 


Mailing address Suite/Apartment/Mailstop# 


Additional address information 
| Where did you acquire this product? (Name and location of store, catalog, VAR, etc.) 


ay = «S46 i  - |  Sapeee e 
( ) 
E-mail address (Internet standard, e.g., johnsmith@business.com) (Area code) Phone number __ Store/Retailer name City/Province 
Where did you acquire this product? (Name and location of store, catalog, VAR, etc.) in which language do you prefer information from Microsoft? (Check one only) (2) 
Bae English (42. French 
Which, if f the f i ? (Ch 
Store/Retailer name City/State Which, if any, of the following do you use? (Check all that apply) (14) 
Do you use any of the following? (Check all that apply) (15) O11. CD-ROM drive U2. Modem U3. Online service 
027.Modem § Q18.CD-ROMdrive 26. Online service ee ee eee 





Are there children in your household? 


if you’re registering this product for yourself at home: 


SS 





